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ABST^ACI 

The purposes of this handbook are to provide a 
comprehensive guide to standard terminology relating' tc property * 
(sites, buildings,, anii equipment) used In education, a list of 
stf^gested data items useful in describing property, general data . ' 
items useful In describing property, and general guidelines that can 
assist the reader in understanding and developing property 
inforaation systems. It is offered as a resource for local, 
intermediate, state, and federal education officials to assist in the 
identification, organi^ation, and definition* of data and inf oraiation 
about 'education property. The topics discussed include 
capitalization, a classification system for property^ information, 
data>dt€«s, definitions, depreciation, the development of a property 
accoun||ting system, equipment categories, inventories, and measures of 
proper tij. A- glossary .is included in an appendix. (Author/IRT) 
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Handbook III >was originally published'in 1959. Its purpose was to provide a 
standard guide U) the* terminology used in property accounting for local and State 
school systemV 

Education lias taten on a "new look" in the 17 years^since Handbook III first was 
published. Such traditions as the self-contained classroom, 55-minute classes, and 
summ§r vafcation are giving way to newalternatives: year-round school', open school, 
mini-courses, modular-class scheduling, differentiated faffing, and team teaching. 
New subject matter and unique delivery systems for teaching these topics are being 
developed each year. Jhese developments have brought with them new uses for 
existing space and equipment as well as Requirements for new kinds of facilities. 

Concurrent with new developments itt education concepts and technology, the 
p^c6cesses of planning, management,'*and evaluation within education have become far 
lore complex. Budgeting methods are becoming more sophisticated as traditional 
^line-item budgets have given way to program-oriented "budgets. Similar trends toward 
sbphislication have appeared in the area of accounting and financial management 
where decisionmaking tools that Jong have aided the private busine&s sector, such as 
3eprejSation accounting and capital budgeting, are being employed. These new 
approaches require new kinds of information— in mote»detoil and at a'greater level of 
accuracy than ever before, , 

The past decade has seen the public bring intense pressure to bear on the education 
community for more accountability and greater^oductivity. In responding to these 
pressures, educators have developed new techslques for measuring^and analyzing their 
products and processes, thus generating new kinds of data that can be reported to the 
public, * ' . 

In recent years, thp education community has recognized yie need to update and 
extend Handbook III to accommodate additional inTohnation about the new kinds 
and uses of buiftlings, sites, and equipment that have beefi developed in the last 17 
years. Education managers also saw tjie opportunity^ to^evelop a revised handbook 
that would be more compatible with the new handbooks and handbook revisioi^s 
published since 1959. ' ^ ^ ' 

This revised edition of Handbook III provides propertj^rfermipology, definitions, 
concepts, and a classification structure Yor propertyMnformation that are inWrided to 
assist in planning and decisionmaking and to help ensure 'comp^i^fe and coniparable 
recording and reporting of data on education property. The development of this 
handbook was based upon the premise that a project of this, ijatu,^ must involve a 
broad base of participation. The acknowledgments section, app^tidix D, indicates the 
nine professional organizations and the many individ\ials ^ho^m^d^ significant 
contributions to the development of the final document, ' 
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This project was conceived and most of the work was done in the National Center 
for Education Statistics' former Division of Intergovernmental Statistics and its 
' Educational Data Standards Branch, headed by Absalom Simms and Allan R. 
Lichte^berger, respectively. 
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THE PURPOSE OF HANDBOOK niR» 

' The purposes of this handbook are (1) to pro- 
vide a comp/ehensive guide to standard terminol- 
ogy- relating to property (sites, buildings, and 
equipment) used in education,^ (2) to provide a list 
of sugge^te<J data items u&ful in describing prop- 
erty, and (3) to provide general-guidelines thai can 
assist the reader in understan4i*fg and developing 
property information systenis. 

It must bt emphasized that the l?andbook pro- 
vides only an overview of .the procedures for 
creating and operating a property accounting sys- 
tem, while conceiitrating primarily cfli the issues of 
idefming and selecting items of information for an 
LEA'S property files. ^ 



NTHE NEEl^ FOR PROPERTY 
INFORMATION FOR PLANNING 
AND DECISIONMAKING 
IN EDUCATION 

Allocating, operating,-'and accounting for the 
physical assets of a school system are among the 
least publicized but most important responsibilities 
of education managers. Property^related costs 
(sued ^s the costs of acquiring sites; constructing, 
renovating,* and operating facilities; and purchas- 



^Handbook IIIR is the third in a senes, as denoted by the 
Roman numeral III. The "R" following the Roman numeral 
denotes that this Is a revised version of the original handbook. 
Full bibliographic references to all handbooks In this series are 
presented in appendix E. 

.^This liandbook addresses g^pcrty used in elementary, 
middle, secondary, and commumty (adult) education, but 
excludes higher education. Property used in higher education is 
covered by the Higher Education Facilities Inventory and 
Classification Manual* (see appendix E for full bibliographic 
information). . 



ing, maintaining, and replacing equiphient) com- 
w prise one of the largest segments of the total costs 
of providing -services. Competition from other por- 
tions of the education budget, particularly salaries, 
is intense. As a result, most school systeips seldom 
have^enotigh funds to satisfy their total property 
needs, and, for many schools, the gap between 
available funds and property needs is widening. Xt 
the same time, for other schools, a peguliar pheno- . 
• menon of th^ 1970's has arisen: underutilized sites 
and buildings are becoming an increasing problem. 
' I n response to these and other pressures, the pub- 
lic, as well as State and Federal funding sources, 
has begun t9 place increasing demands , upon 
school system managers to justify their requests for 
additional physical resources and to*expand the • 
utilization of the resources that are currently in * 
use. For school system managers to make the best 
use of property resources, there must be a constant 
flow of ihtelligent planning and management deci- 
' * sioris. The principal ingredient in making good, 
informed decisions about the allocation of prop- 
erty resources in the local school system is relevant, 
valid property information."^ 



Good information about the quantities and uses 
*X)f various kinds of property^ is needed for manage- 
ment purposes at the State and Federal level as 
•well as at the local level. Valid and comparable 
information at these levels can support the drafting 
of legislation, policymaking, research, and the 
dissemination of informa^tion to governing agen- 
cies, funding sources, and the general public. 
Clearly, the same systems of property informatioft 
needed at the local level shoilkr be designed to 
provide the basic information, required at these 
State and national organizations. * 

To improve the ability of local school managers 
tb obtain the necessary data and to^ communicate 
these data in. usable form to others, it has become 



increasingly important to collect and report this 
information in aliform fashian. Thus, educatori 
have identifiec^e need for a "sommon language" 
regarding education property -Ja set* of ^andard- 
ized property terms and deTinijions. 



THE ROLE OF NCES IN tHE 
GATHERING AND COMPILING 
OF DATA AND INFORMATION 
ABOUT EDUCATION 

This handbook is oile of several in the State 
Educational Records and Reports (SERR) Series, ' 
sponsored by the National Center for Education 
Statistics (NCES) in a coordinated attempt to 
produce a comprehensive and compatible set of 
standardized terminology for use in education. 

NCES has a responsibility to provide and inter- 
pret comprehensive statistics about the condition 
of education in the United States. In addition it has 
mandates calling for conducting and publishing 
specialized analyses and for providing assistance to 
State and local education agencies iii improving 
their statistical activities. 

To fulfill its role, NCES sponsors a number of 
programs, ranging from regular data collection to 
the development of materials and techniques that 
facilitate the compilation and comparison of statis- 
tical information. One of these programs is the 
development and periodic revision of manuals of. 
standardized terminology. One set of handbooks, 
the SERR Serieg, is primarily directed toward 
elementary and secondary education and" has 
sprung from a^long-expre^sed need by educators to 
have statistical information available to them in 
more uniform and compatible formats. The first 
hand"book in this series dealt with a common core 
of general information related to education. That 
handbook, as did the handbooks that,followed it, 
stressed standardized terms and definitions, along 
with a classification *sc heme and coding structure 
for those terms. 

In addition to Handbook IIIR, the other hand- 
books currently available in the SERR Series^ are: 
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HB IIR. Financial Accounting. Classifications 
and Standard Terminology for Local ' 
and 'State School Systems^ 1973. 

HB IVR: Staff Accounting: Classifications and 
Standard Terminology for Local and 
• State. School Systems, 1974. 



VR: St\identl Pup\lAc counting: Standard 
Terminology ahd-Guide for l^anag- 
ing Student Data in. Elementary and 
Secondary Schookr' Community I 
Junior College^ and Adult Educa- 
tion, 1974. 



<• HBVI:' Standard Terminally for Curricu- 
lum and Instruction \in LSat and 
r-<State School Systems, WIQ. 

t 

HP YJI:- The State Education Agency: A 
Handbook of Standard Terminology 
and a Guide for Recording and Re- 
porting Information About Stfite Ed' 
ucatichi Agencies, 1971. 

HB X: Educational Technology: A Band- 
book of Standard Terminology find a 
Guide for Recording and Reporting 
Information About Educational 
Technology, 1975. 

Adoption of the SERR Series (or the "hand- 
book -scrics,Hras"it Ts-TnostnofteTT "caited)'isTior 



^Appendix E contairrs full BibliQgraphic references to all 
handbaoks in , the SERR Series, both in aMd out of pnnt, 
togeth^with pertinent handbooks deahng with higher educa- 
tion. 



required by Federal law. NCES does not, nor can 
it, mandate the use of any handbook at either the 
State, intermediate, or local level. However, more 
and more State and local school system adminis- 
trators have begun to realize the value of having 
well-organized, stagdard^ items of data at their 
disposal fgr management and reporting purposes. 
As a result, many of the handbooks in the SERR 
Series have come into use in a number qf the 
Nation's school systems. At ^ s|me time, many 
Federal and State reports ut^ize terms and defini- 
tions from these handbooks. 

Increasing support for the .handbook series is 
perhaps best illustrated by tfie following "Resolu- 
tion on Data Standards,'* a{)pr6ved by the Council 
of Chief State School Officers: " . ' • 



INTRODJUCTION. 

RESOLUTION ON DATA STANDARDS 

June 14, 1973 

' RESOLUTION TO THE COUNCIL OF 
CHIEF STATE SCHOOL OFFICERS 
FROM ITS COMMITTEE ON EVALUA- 
TION An5 INFORMATION SYSTEMS: 

WHEREAS,^state education agencies are 
legally constituted and have the responsibil- 
ity for education within its boundaries, and 

WHEREAS, state education agencies de- 
sire to assist and support local education 
agencies to-establish an educational manage-, 
nient information system, and 

WHEREAS, state education agencies de- 
sire to coordinate tKe collection and use of 
information between local, state, and federal 
agencies,, and 

WHEKEAS, the Council of <:hief State 
School Officers estabRshed the Committee 
on Evaluation and Inforriiation, Systems to 
provide the chief state school officers with a 
single coordiftated effort for compatible data 
with standard terminology and data defini- 
tions. 



3 

THEREFORE, BE IT RESPECTFULLY 
^ RESOLVED THAT: 

' The Council of Chief State School Qff^ 
cers recommends that each chief state 
school officer seek to establish -standard 
terniinology'and»data item definitions by 
adopting and implementing, to the.extent 
possible under existing regulation, the 
revised NCES Handbook series as rapidly 

. as resources permit. 

SUMMARY OF PURPOSE 

Handbook IIIR is offered as a resource for 
local, intermediate. State, and FederaJ education 
officials |o assist in the identification, organization, 
and definition, of data and information about 
education property. It seeks to establish an orderly 
array"" of pertinent and useful property terms 
definitions, and "measures to' provide a vaj^d ba&*^ 
for reporting and decisionniakingin '^-'^'nageme t 
and planning. 

^Handbook IIIR- offers education officials a 
common language with which to communicate 
aboift property matters. * ^ 




.Chapter 2 . 



HOW TO USE HANDBOOK IIIR 



Handbook IIIR can be useful to people in many 
different types of agencies and positions of respon-- 
sibility, including: * , , - . 

• local school managers, from the supermtend- 
ent to those specifically responsible for' pur- 
chasing, maintaining, or accounting for prop- 
erty; 

• intermediate education agencies; ^ 

• State and Federal program managers inter- 
• ested in .monitoring funding programs or 

collecting property information; 

• researchers; 

• State and Federal legislative bodies; 

• Feder^ professional education organizations;^ 

• local boards ofeducation and State education 
cpmmissions; . * 

• independent auditors; and , 

• the, generaL public. 



-The ways in w^iich each reader may wish to use 
the terminology, definitions, and guidelines in this 
"^handbook wiH vary with the property^accounting 
needs of his or her organization. Generally, how- 
ever, the three most likely useS are: ' 

• Developing new property accouiriing s>stenxs 
and strengthening existing p^pferty accent- 
ing systems; 

• Improving communications among incjividu-" 
als» and. organizations interested in property 
information; and 

^ • Designing reports, research programs, fund- 
ing applications and progress reports, statisti- 
cal summaries, ancf similar documents. 



MAJOR TOPICS COVERED 
IN THE HANDBOOK 

Just as the uses (^^e ^handbook wil| vary 
among readers, the scope of readet interest will 
\ar>. Some handbook users, particuferly fhose 
unfamiliar with propert> recordkeeping and re- 
porting, may wish to explore most or airwthe 
handbook content. Others may seek info^matfon 
on topics "of special interest. For those reaaers 
interested in rapid access to the major topks 
discussed in Handbook IIIR, the following list, 
together, with the Contents and Index, should be\ 
helpful. 



TOPIC AND LOCATION 

Capitalization: Appendix B, p. 107, ccTntains a- 
* brief discussion of ^capitalization. * ^ 

Classification system fqr property information: 
Chapter 4, pp. 2 1-39, outlines the recommended 
classification system, divided into>foUr sections: 
sites, buildings, spaces, 'and equipment.; This 
chapter also suggests uniform data entries and/ 

7 ~3atJ^ritry codes to be. used in recording prop- 
^erty information. 

' Collecting and using property - information: A 
general discussion of several concepts related to 
• keeping property records and making reports 
about property is contained in chapter 3, pp. 1,1 - 

IB. ^ ' ^ , ' 

Data items, pro^er4y: (See List of suggested prop- 
erty data items, below,) ♦ 

Definitions: Definitions are provided for two-kinds 
of terms ( 1 ) terms that describe property charac- 
teristics, such as "cost of construction" or "area 
of site," and (2) terms that relate to the concepts 
and processes of property accounting, such as 
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TOPIC AND LOCATION-Con. 

' "equipment*' or Vcapitalization." Definitions of 
the first type are' found in chapter 5, pp. 41-85, 
with ^dditiohal information provided and cro^s- 
referenced in chapter 6, p. SV . Property-related 
terms of the second type are interspersed 
Vthrou^out other sections of the handbook, in- 
cluding the appendixes! The Ihd^ is fhe bSt 
source for locating these terms quickly. ^ 

Deprepiation: Af)pendix C, p. 109, oontaiijs a brief 
discussion of depreciation. . 

.Developing a p^-operty accounting system: The 
handbook can assist-only in parts of tjjis task, ' 
since it is not intended to serve as a methods and . 
procedures manual. Chapter 3, pp^ 1M9, pro- , 
-vides some general guidelines atid criteria for es- 
{tablishing and operating a property accoiuUing 
system. The list of management functions) re- 
quiring property information on page i'l can Ije 
used to generate more ideas for'potenti^l uses of^ 
property information. The definitions in chapter 
5 and the measures in chapter 6 can be used in 

- -communicating the exact d^ta ret^uirements to^ 
those responsible for collecting, processing, and 
interpreting the data. ' ^ 

Eqjiipmetit vs. Supplies: Chapter 7, pp^ 97-101, 
^fis a full discussion of how t6 distinguish 
^ I supplies and cquiRipenl.^lso, chiapter 
5i^jPr 75-76 , briefly addresses equ^p^nent and 
suggests sjme basic data items that nlayvbe useful 
in keeping equipment records. 

Equipment, biiilt-in vs. jjiovable: Pa^e -99. 
chapter 7 provide criteria for distmguis 
betwjeen built-in and movable equipment. 

Inventories: Pages »9'9-100. of chapter 7 contain a 
general discussion of the tppic, although no 
procedures arc 4iscussed^. 'The index identifies 
other references to the topic.„ r 

. List of suggested property data items: Suggested 

property data items are listed in chapter 4, pp. 23- 

39, without definitions, and in chapter 5, pp. 42* 

. 85, wUh definitions. 
* ♦ . 

* Measures of education property: Chapter 6, p. 87, 
deals with ternls that provide measures of educa- 
tion property, typically involving cost, value, or 




area measurements^ The information provided in 
this chapter supplements the definitions pro- 
vided in chapter . ^* 



Terms and definitions^ (See Definitions, above.) 

> ' * . 

Uses qf property information: Chapter 3, p. .M,. 
♦ provides a l^st of management activities that 
.utilize property information (often in combina- ^ 
tion with other types of information). • * / • 

TERMS -RELATING TO 
EDUCATION PROPERTY . ' - 

Educators throughout the Nation use a variety df 
terms when referring to the kinds oT 'property used / 
in their s'chools. Sonae talk ^bout "facilities," others 
^efer to "capital assets,^ and still ot^iers use the term ^ 
"property." To put all readers df this handbook on * 
, common ground in^ reduce the risk of mfsintei^pre- 
tation, it is important to point oiSt how Handbook 
IHR uses these terms. . . • 

In general, this handbook d^ines property as 
sites, b.ujlcjings^ and both built-in ai;id movable 
equipment. A site includes land and all improve- . 
. menfe' to that land, mher than buildings. Buildings^ 
include the original structure and all improvements 
or additions to the structure. Built-in equipment^ is 

* usually considered an integral part of a Jbuilding, but 
there is provision for' keeping separate built-in 

^ equipme^ records, i( desired., Property inicludes 
movable equipment, but not supplies. How to • . 
UJifferentiate between supplies and*equipfnent is 
discussed in chapter 7, pp. 97-99 * - 

Haiidbook IIIR treats the terms property, facili- 
ties, fixed assets, and capital assets as equivsQents^ 
However, to avoid the distraction of using four 

^ termx interchangeably throughout the document, 
the term proper/>' is used in preference to the others. 
• Real estate aviii real property are interchangeabje 
terms tHat refer .to sites, improvement^ to sites, 
buildings, and buiU-in equipjnent.-Movable equip- 
ment is not normally included as* real)jState or real 
property. 



ment 



Sec data itcnW29, p 46, for the definition of **site ynprove* 
♦ *♦ ♦* . » • » ' 



^Sec p. 48 for the definition of •**buflding.'* 
, ^Sec p\ 99 for the definition of the terms •*built-in equip- 
ment" and **movable jpquipment.'* ^ 
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TYPES OF EDUCATION * 
AGENCIES 

Ways of using this handbook by "education . 
agencies will vary from locahto State and Federal 
levels. * . 

To keep the references to the different levels of 
education agencies simple and concise, the hand- 
book uses the following terminology*- 



• Local Education Agency, or LEA, as used in 
this handbook, includes public and. private 
schools, school districts; and school systems; 
])arochiaI schools, school^istricts, and school 

' systems; local basic administrative units; re- 
gional education centers, such a» area voca- 
tional centers; adult/ community/ continuing 
^ education agencies; and special educatiWi 
cooperatives. 
. Intermediate Education Agencies are referred 
to in Handbook IIIR^s LEA'&also. This is not 
ta suggest that Handbook IIIR defines Inter- 
mediate Education Agencies and Local 
Education Agencies as having the same pur- 
poses or organizational characteristics, but is 
meant to emphasize that tl\ey generally have 
the same type of property accounting needs. In 
^ this jespect, the handbook treats them as 
Similar entities. 

• State Education Agency, or ^EAy^ used in 
this handbbok, typically includes State depart- 
ments of education. State boards of education, 
Sta^fe education commissions, and State edu- 
cation authorities. 

'Those SEA'S thatoperatescliools,educatioi3a^ 
programs, or other .education institutions^vili 
find ' the statements and concepts directed 
toward LEA's most applicable to their prop- 
erty accounting needs. 

^ Federal Education Agency, erFEA, as used in 
this handbook, refers to any Federal agency or 
subdivision having respoirsibilities for sup- 
porting' or delivering education s^ervices. It 
particularly refers 'to the U.S. Office of Educa- 
tion (USOE), the National Center for Educa- 
tion Statistics (NCES), and the National Insti- 
tute of Education (NIE). 



Those FEAs that operate schools, educational^^ 
programs, or other education institutions will 
' find the statenients and, concepts directed 
^ toward IAEA's -most applicable to their ptpp- 
efty accounting needs.^ * 

How this handbook can serve agencies at each of 
these thcee levels is discussed in chapter X 

SELECTING DATA ITfeMS FOR A 

PROPERTY ACCOUNTING SYSTEM 
♦ 

Chapter 4 prisents a list of items of information 
that can^be useful in various types of property ' 
Accounting systems. However, since the ti^pes of 
information needed by an LEA varyaccordingto its 
size and the ways it wishes to control its property, 
any' givenXEA will find only a portion of the list 
useful. F^r example, the property information 
required for an LEA to calculate the .full cost of 
educational programs may be of little value to ap 
LEA that does not calcplate program costs. L^A's 
with very basic property information systems niay 
use only five or ten data itenis froni any giv«n data- 
item series (100 Series: Sites; 200 Series: Buildings, 
etc.) while LEA's with fophistica^pro[)erty infor- 
matipn systems will use many nrare. It is probable 
that few, .if any, LEA's can effectively use all of the 
data items listed in chapter 4. 

Designers of property accounting systems should 
gjiiard against indiscriminate adoption of any data 
item merely becau$e it appears m this handbook. 
Judicious applications of the guidelines for develop-* 
ing a property accounting system (presented in 
^ xhapter 3, pp. 1 3*14.) can reduce tfiS risk of wasting 
' time and money collecting untieeded datJU 

Ai good rule of thumb to follow in iderftifying flft 
kinds of data to collect is to include on/y data that 
meet any one of the following criteria; 

• The data are needed for observance of sound 
accounting principles. 

• Th^ata ar^ needed for planning, manage- 
ment, or other decisionmaking activities in the 
LEA. ' 

• State law. Federal law, or administrative pol- 
icy requires that the data be reported or made, 
available to others. 
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*Thc discussions following the terms LEA, SEA, and F^A 
arc not legal definitions. They are, instead, explanations of how 
Y^- the terms are used in this handbook. 
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• The data, are needed to secure or maintain 
grants or other/unding programs. 



• The data are requested periodically by the 
local Board of Education. 

No specific data should be collected solely on the ^ 
strength of the argument that'"we may need it some 
ddy," or "we haVje always collected it." If the data in 
question fit none of the required criteria above, the 
cost of collecting them may very well outweigh their 
usefulness. Too much data of this type can over- 
burden a property accounting system and^4ifnit its ^ 
effectiveness, , ' - v < «^ 

' On the*othei: hand, LEA's may require property 
data items not listed in this handbook. This should 
hot be interpreted as a conflict with the hand- 
book—the handbook cannot and does^not claim to 
anticipate the complete property information needs 
of tf// LEA's, SEA'S, and FEA's. In:such cases, - 
- LEA's should collect whatever additional data they 
require, but should make every effort to maintain 
cqmpatibility between the added terms and defini- 
tions and the ones in the handbook. 

No statement or suggested data item' in this 
handbook is intended to take precedence in any 
situation where certain data are either required of 
prohibited by law. ^ 

PROPERTY ACCOUNTING SYSTEMS 
FOR SMALlERXEA'S 

All LEA's, large and small, have need for some 
type of property accounting system". However, some 
smaller LEA's mayieel that the task of property 
accounting is too complex or time-consuming for 
the resources they have available. This attitude 
often stems from the misconception that great 
amounts of^data are necessary to do property 
accountingjfandN^iat a computer is necessary fof 
processing these data,. In fact, useful inventories of 
property, can be maintained»on a manual basis and 
still provide valuable management inforniation. The 
best approach to developing an effective property 
accounting System in a small LEA is to (1) clearly 
identify the,purposes for collecting the information; 
and (Z) avoid collecting an^ information that does'- 
not serve these purposes. 

Chapter -3 provides some general guidelines for 
developing a property^nformaSoFTsykem, While 
reading this material, m^iagers from small LEA's 
should keep in mind that a computer may not be 
necessary jf the amount of data to be processed can 
be kept at a minimuin. The Section entitled **What 
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Kind's of Property Information Files Should An 
LEA Have?," beginning on p. 14, shquld be of 
particular interest to small LEA's in this regard, 

THE .VALUE OF PREPARING STATE- 
LEVEL PROPERTY ACCOUNTING 
MANUALS 

LEA's are the primary user group for which this 
handbook is designed. However, FEA's and SEA's 
derive direct benefits as acceptance and use of the 
material in Handbook IIIR spreads among LEA's. 
The resulting increased uniformity of property 
terminology in use at the local' level will make 
property data assembled at .the State and Federal 
levels more comparable and meaningful. One of the 
most efficient methods fof bringing about accep- 
tance at the local level is for each SEA to develop its 
own prop^y accounting manual, based on Hand- 
book IIIR, This is the same approach being used 
succes^ully in the area of financial accounting with 
Handbook II, Revised,^ The development of State- 
prepared property accbuntijig manuals has several 
distinct advantages over the direct use of Handbook 
HIR at the local level: f 

/ ■ • 

• Centralizing the effort and Expense of prepar- 
ing such a manual at the Stote level can mean 
considerable savings for LEA's. This approach 
can minimize the wastefulness of each LEA 
attempting to design its own property account- 
ing system without knowledge o/ the expe- 
rience and accomplishments of others. 

f ^tate-prepared manuals tend to accomplish 
statewide adoption of uniform terms and 
definitions more rapidly and easily^ 

• The modification of Handbook IIIR by the 
State can ensure that the resulting State- 
prepared manual addresses the State's own 

/ unique needs for specialized information. 

LIMITATIONS OF ' , 
HANDBOOK IIIR 

While the handbook focuses on terminology and 
offers. some general guidelines for developing prop-,, 
erty accounting systems, there are some important 



^Appendix E contains (ull bibliographic information for 
Handbook ^iR. 



- HOW TO USE THIS HANDBOOK 

kinds of ^assistance that the handbook does not 
offer. Specifically, Handbook IIIR does not pro- 
.vide: 

/ , - • 

• methotis and procedures for handling anld 

* controlling propeNy items (such as rec^ivhfg, 
storing, an^ disbursing equipment; labeling 
and/ or tagging/«}uipment; and taking prop- 
erty inventories), 

• methods and procedures for collecting and 
processing property data (such as developing 
data-c6llec,tion forms and procedures or de.- 
signing- and compiling property reports), and 

• methods aiid procedures for using property 
rfara(suchasmakingrebuild/replaceormake/ 
buy decisions or evaluating the utilization of 
buildings or the cost effectiveness of equips^ 
ment). ^ * \ 

To the extent that the handbook does comment 
briefly in these areas, it is only to provide the reader 
with enough background information.to seek assis- 
tance from other sources. 



SUMMARY: POTENTJAL 
BENEFITS OF USING 
HANDBOOK IIIR 
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This section summarizes the possible* benefits 
that can be derived from incorporating the concepts 
and terminology of Handbook. IIIR into property 
accounting systems of education agencies. 

1 . Potential benefits that Handbook HIR offers 
to LEA's include: 

• Exposure to the basic concepts of property 
accounting' can lead to a clearer overall 
understanding of the value of good prop- 
erty information in operating the LEA. 

■ • A moire complete understanding of the 
value of good property information can 
lead to a greater commitnjent on the part of 
LEA officials to developing better property 
X accounting systems for their LEA*s. 

• Proper applicAtion of the standardized set 
■ of terms, definitions, and measures can 

lessen the tiihe and effort it might otherwise 
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take in developing new property account- 
ing systems or strengthening existing ones. 

• More relevant and accurate data can be 
available for* planning, operating, evaluat- 
ing,, and reporting. 

• Time savings may result as LEA's that have 
adopted the handbook find that their files 
now contain much of the property informa- 
tion required, on various SEA and FEA 
forms and reports. 

• The guidelines on differentiating between 
supplies and equipment should provide a 
more rational basis for setting purchasing 
standards, defining which items are fi- 
nanced from capital funds, making capi^li- 
zation decisions,, and setting inventory 
guidelines; the methodology for differen- 
tiating between , builVin equipaient and 
movable equipment should provide sin^^lar 
benefits. 



Potential benefits that Handbook UIR offers 
to SEA'S include: 

• The handbook's model for standardizing 
property information may enable SEA's to 
save time and effort in producing State- 
oriented property accounting manuals. 

• Statewide sponsorship of such manuals can 
result in the availability of a broaderrange 
of more meaningful data to the State and 
among LEA's in the State. 

• The common language of standardized 
terminology can inig^rove property infor- 
mation communications between the State 
and its LEA's, and between the State and 
FEA's. 



The handbook can provide a good starting 
point for standardizing equipment and 
suppliesr definitions and lists for its various 
contracts and grants programs. 



3. The principal benefit that Handbook HIR 
offers to FEA's is: 

• Over time, more meaningful and ccmti- 
parable property information will be de- 
veloped on a natiojiwide scale.^ As a result. 



more useful research, statistical summaries, 
and reports will be available at the national 
level. Communications among FEA's and 
with other organizations will be enhanced. 



Property ACCOUNTING 

Better data will be available for dissemina- 
tion to the public, toXEA's and SEA's, and 
to State legislatures and 'the Congress as 
input to legislation. 




Chapter 3 



CONSIDERATIONS FOR COLLECTING ' 
AND USING PROPERTY INFORlVlATION 



^ 'This chapter presents a discussion of'c6n^pts 
associated wiA property, accounting and offers 
sonve general guidelines for developing or strength- 
ening a property, accounting system. 



WHaI^I! 



WHAtlS ^PROPERTY 
ACCOUNTINGr 

r . " ' 
Property accounting is the process of identi- 
fying, classifying, defining, collecting, recording, 
analyzing, reporting, and jnaking use of informa- 
tion about education property. Its purpose is^ to 
improve accountabiltty by providing accurate in- 
formation for planning, managing, and evaluating 
the uses of property-related education resources. 

Property accounting is based on records and-, 
recordkeeping procedures. In large LEA's, rec- 
ords often are kept on each item*of property iri the 
school system (sites, buildings, and eq^uipment). 
Small* LEA's may maintain less formal property 
records than large LEA's, but all LEA's have some 
type of property records. Such records may include 
inventory lists or files, building drawings and 
specifications, construction contracts, land plats 
and deeds, payment records for property pur- 
chases, records of sale or disposal, vehicle registra- 
tions, service warranties, cost of operation, and 
depreciation or use-allowance records. 

. Property accounting typically includes various 
methods and procedures for analyzing property 
data. These analytical activities can range from 
simple summyies of inventory information to, 
more complicated capital budget analyses or build- 
ing utilization studies^ 

. Property .accounting also incorporates various 
methods for reporting or communicating property 
data and information to planners and decision- 
makers. Examples of this are inventory status 
rej)orts and capital funding requests. , 



The frequency of processing and using property 
accounting records can vary widely .with the size of 
The LEA and the type of information. Some re- , 
cords are used several times during the ^ear,* such, 
as when inventory information is needed, whenl 
repetitive pui:chasing decisions are. made, or when 
monthly reports are compiled. Other records are 
accessed less often, sucli as those needed to support 
insurance claims or those' neede^^ to plan^for 
building renovations.' * , . * * < 

All of these kinds of property*^information, 
together with the activities supporting their collec- 
tion and use, are.a part of property accounting. 

^HAT IS A PROPERTY 
ACCOtJNTING ^^'SYSTpMr 

Property accounting activities can range from 
simple systems to complex ones. For instance, 
some very small LBA's might maintain only a 
simple inventory list of major equipment items. 
Other LEA's m^ have very complq;C property 
accounting systems that include detailed individual 
records on all ^ites, buildings, and e()uipnlent. 
Regardless bf the size or complexity of the system,^ 
the process of property accourtfing involves some 
combination of people, equipment, paperwork, 
and the methods and proceduresj tying them to- 
gether. These elements comprike the LEA's prop- 
j^erty accounting system. 

The term "system;^ as used in Handbook IIIR, 
generally refers to this combination of people, 
equipment, paper\york, methods,^d procedures, 
but does not necessarily refer to ^mputers o^.to 
the use of computer technology. A "system" fnay 
be based entirely on paper and pencil records, such 
as typical bookkeeping journals and ledgers. In 
fact, paper and pencil recordkeeping systems of 
one sort Or another are.found in all LEA's^hen 
computer-Based systems are directly ad(ir«se4 in 
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this handbook, the word **computer" is specifically * 
stated. 



SI^ECIFIC USES OF 
PROPERTY INFORMATION 

Property information is valuable to managers "of 
education agencies to help them achieve the goals 
and objectives of their agencies. While property 
information is most typicallynpncountered in the 
annual inventory process or in the development of 
* property reports for the boards of education, it can 
be used in many additional management activities. 
These activities usually involve some combination 
of the following types of processes: 

• Planning, including identifying iieeds, deter- 
mii\ing objectives, selecting alternative 
courses of action, and allocating resources. 

• Operating and controlling, including account- 
ing for fiscal responsibility purposes, n:\oni- 
toring utilization, and directing the activities 
of the agency. 

• Evaluating, including analysis of operations 
and 'repair costs, making cost/ effectiveness 

. judgments, and making rebuild/ replace deci- 
sions. 

• Reporting, including the cofripiling of data 
and information for dissemination to others, 
both inside and putside the organization.' 



'9 

/ 



ERIC 



'fpperty informa'tion that does notrassist man- 
agers in meeting agency responsibili^s and goals 
is usually unnecessary and should not be' re- 
corded. It is important to have a complete under- 
standing of the agency's intended' uses of the 
property information before it is included in the 
property accounting system. 

Several types of property accountit\g ^systems 
are found in LEA*s, depending on the sfte of the 
LEA and the kinds of pfpoperty it wishes to address. 
ThcTnost common types of property accounting 
systems are: 

• systems ^dealing only with equipment (some 
are limited further to specific kinds of equip- 
ment, such as audiovisual equipment); 

• systems dealing only with buildings; these 
, range in level of detail from systems that list a 

f^w general characteristics of each building. 



^ . . PROPE?rrY ACCOUNTING 

'^toTsystjems that list detailed descriptions of all , 
the spaces (rooms^ in eafch building; and ^ • 

• $ystems accounting lot sitps dnd buildings 
together. / > / ' 

■. ■ .,v . • • • 

An LEA m^y havyonlxx)ne of the above types . 
of systems^ or it m^y take a comprehensive ap- 
proach. Each LEA^'must select the size and extent 
of its property acj^ounti^g systems according to its 
own*^ needs. * 

Below is a ti^t of possible ways in which varioujs* 
education agericies might use property informa- 
tion. It is separated into parts,* uses at the local 
level (for LEA's) and uses by LEA's, as well as 
SEA'S, F^'s, and other State or Federal organi- 
zations, 'uhxs list is not intended to imply that each 
education a^enQ' should have a property account- 
ing systkm serving all of tfUfllf Junctions, Instead, 
the lisjf is intended* to illustrate the wide-ranging , 
possibilities for using property information 'm 
'planrMng, managing, and Evaluating the use of*" 
education resources for the continuing benefit of 
educational programs.* 

1. Uses of property Information at the local 
level (for 'LEA'S): 

* * 

, ^ • >lanaging and controlling property 

— inventory management 

— location control ^ 

— equipment selection 

— utilization scheduling and monitoring 

— maintenance management 

— purchasing control 

— contracts management - 
cdst analysis 

• Planning and*evaluation activities 

— facility planning and space needs aq^l- 
ysis ♦ 

. — equipment needs forecasting 

— equipment allocation 

— energy use/ conservation studies 

— building materials selection 

— ^capital budget preparation and man- 
agement 

— operating" budget preparatipft^ and * 
management 

i — program costing 
p safety planning and evaluation 
)^ site 'Selection 

• Additional property-related activities that 
cut across all activities of the LEA are: 
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— insurance planning and claims support 

— cost control 
cash-flow management 

— * communicating with other LEA's 
abouf property matters 

' 2. Uses of pf operty information by LEA's, as 
well as SEA's, FEA's, and others: 

• Developing bases for legislation 

Making administrative policy 

• Administering grants, contracts, and other 
» funded programs - 

• Conducting research in the areas of im- 
^ t *5rpved educational methods and proce- 

8pres,^ast prjatctices, and future trends 

• Compiling reports for governing bodi^ or 
funding sources ' 

^bmpiling, comparing, and evaluating in- 
^rmation for public disseminktior^ 



SOME CONSIDERATIONS FOR 
DEVELOPING OR STRENGTHENING 
A PROPERTY ACCOUNTING 
SYSTEM 

This sectipn presents some general guidelin§g^ 
that may be' helpful fekiEA's in developing good 
property information. These^mments are equally 
applicable to developing^ information systems for ' 
other areas of the LEA's operation. 

The list below is an outline of the basic steps 
jnvolved in developing or strengthening a system of 
property records and reports (in other word§, a 
property account irtg system). This approach fo- 
cuses on answering three critical questions: I 

• What information do we need? 

• Where is this information available? 

• How do we get this information quickly and 
at the least cost? 

The eleven steps putlined below can apply to 
property accounting systems of all sizes, from a 
, basic manual recordkeeping system fo a large 
computerized information system.^ 

1 . Identify the general needs^f the agency for 
^property information. 



These needs should not be defined inierms 
of the information people say they wa/?r, 
but in terms of the ways t)T^y will use the 
information. When potential users of the * 
information must describe specific uses for 
' it, the tendency to collect unnecessary infor- 
mation just because it is "nice to have" is 
minimized. 

2. Define the type of prope^y accounting \ 
system(s) needed. 

At this point, *the LEA may decide ^ to. ' 
develop a system that, for the present, 
• satisfies only a part of its total property 
information needs, this approach may save - * 
time and money in the short run, while 
offering the LEA staff a more practical goal 
to accomplish. Many LEA's begin by work- 
ing exclusively with equipment, Qr perhaps 
only .buildings. Each system will ft^ave its^ 
own special reports and data requirements, 
depending on the type of property with 
which it deals. If planned properly, such a 
system can be expanded in the future with , 
little redesign of the original records and 
reports. * , ^ . 

\ On the other hand, LEA's with moYe expe- 
\^rience in using property information sys- 
''^ terns may wish to develop more comprehen- 
sive systen^s that deal with sites, buildings, 
spaces (rooms), and equipment together. 



3. Identify specific data needs. 

Based on steps 1 and 2, determine the 
specific items of data that should be col- 
lected. Define each^data item so that all 
users will have a common understanding of 
each data item. Handbook IIIR should 
provide most of the pertinent definitions 
required. 
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4. JReview all existing and\£j^ned documents 
containii)g property data. 

Identify all property data that are currently 
being collected or are on file. Determine 
where the data come froql, how often they 
are collected, and how they are defined. 
Examine any d^ocuments in the planning 
«tage, determi|iing the same information. 
Comparison of, these findings with the gen- 



efai data needs.delermined in steps 1 , 2, and 
3 will guide 'the LEA in deciding collection 
activities. 

S. Identify the sources of the required data and 
Gonfirm thki the data are available in the 
" fonji n^d quantity needed. 

If certain types of data are unavailable or 
impcactical to collect or maintain in the 
fpnthrfequired, steps 1 through 3 should be 
. recycled to consider these tiata-availability 
problems and to develop alternatives. 



Develop data-collection fori 
durts. 
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and proce- 



These forms should be easy to understand, 
easy to fill in, and easy to process. If these 
forms will also be used to^store the data, 
they should be easy to maintain and update.* 
These forms should be tested in several trial 
runs before they are approved. 



'7. Develop the procedures for handlitig, 
processing, and distributing the c^ta. 

This activity may be .minimal for those 
LEA*s having a manual property account- 
ing system (no computer's or accounting 
mach^jies involved). In this case, the data 
forms developed in step 5 may also be the 
forms on which the dat% are stored and 
'distributed. 

Computer-based property accounting sys- 
tems will typicaClly go through a m\ich more 
lengthy process, including developing data 
handling procedures, data-processing pro- 
grams, and' output programs. 



PROPERTY ACCOUNTING 

9. Test the new property accounting system. 

Conduct a trial run involving all methods, 
procedures,, materials, and people in the* 
new system— from collecting thje data 
(dummy data can be used) to compiling and 
interpreting reports. This is an opportunity 
to identify and correct problems, remove 
unnecessary data items, and add missing^ 
data items. * d_ 

'10. Implement the property accounting system. 

On<?e the trial run has been completed and 
necessalry improvements in the system 
made, the system is npw ready for full 
operation. Make' the transfer from the old 
system (if any) to the new in a deliberate 
and careful manner. If appropriate, utilize 
the old and new systems concurrently until 
the new system is effectively installed. 



1 i. Look continuously for ways to improve the 

system. ' ^ * , 

Keep records up to date at all times. Be 
prompt in forwarding requested informa- 
tion to others. Encourage all who operate or 
are served by the inforihation system ig 
evaluate its performance continuously. In 
this way, it can be improved from time to 
.^time. 

In most^LEA's, the effective development of a 
o property accoiifitin^ system requires a certain 
amount of advance planning and coordination 
among those who will participate in the recording 
and use of the property data. |The steps .outlined 
above should serve to help LEA officials organize 
their ideas and begin the planning process. 



8. Train all individuals respoi^sible for supply- 
ing data, analyzing data, or compiling re- 
f6tis. 

The purpose of this stej) is to insure thatall 
p^honnel who acquire new responsibilities 
related to the property accounting system 
have an opportunity fo 4)repare for these* 
responsibilities. It also provides an oppor- 
tunity to familiarize staff members with any 
new terms or dfefinitions adopted from the^ 
handbook. 



WHAT KINDS OF PROPERTY 
INFORMATION FILES SHOULD 
AN LEA HAVE? 

As an LEA begins to develop or improve a 
property accounting system, one of the principal 
considerations is deciding how to organize the 
information files that support the system. As stated 
earlier in this chapter, property accounting systems 
usually focus on specific kinds of property, Sfome 
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deal Wilji just btiildiMs, others with buildings and 
sites logether. Spmei focus on all movable ^equip- 
ment, while others deal only with special groups of 
equipment, such as audiovisual equip^nent.. E^h 
type 6f^ property accountings system usually re- 
quires, its own inforniation file. An LEA having^ 
several properly accounting systems fnay therefore 
have several property linformation files, each ad-' 
dressing a differetit type of property .tfew LEA's 
have a single pVopcrtyJaccounting ^stem dealing 
simultaneously withisites, buildings, spaces 
(rooms), and equipment. ' ' 

Property files can be further divided into tAVo 
types according to the s )urce of their data. Fortfie 
purposes of this handb( olP;they are referred to as 
"derived" files and "xirig n^l document", files. Origi- 
nal document files corsist of papers and docu- 
Nipents typically^obtainecj- by the LEA in connection 
with the accjuisition of i property iten^ Examples 
of these are deeds, bui ding plans and specifica- 
.tions,. and equipnient warranties. Most derived, 
files consist of data cqpi jd from original document / 
Yiles or data taken from inventory^ efforts, derived 
files are usually more efficient and ^nore flexible^ 
since they pan be designed by the LEA to capture 
the precise information required by users of the 
file. Original document files are sometimes morfli 
cumbersome to store and use, but usually contain a^ 
great deal of necessary information. 

The list below ^ives examples of original docu- 
ments usually available in the LEA, although tlT^ 
may be filed in several different locations. 

Sites: ^ 

• deeds,, covenants'' ' . 

• surveys, plats, maps 

• blueprints and specifications for improve- 
ments 

• photographs, aerial or surface • 

• titles and abstracts 

• appraisals 

• insurance policies on improvements 

• Buildings and Spaces (Rooms): *^ 

• blueprints ai^d specifications (plans) 

• photographs, drawings, renderings n 

• contracts for construction, renovation 



• studies or surveys of the ^building while in 
operation ♦ 

• ^docunrients related to built-m equipment 

— ♦ prints, plans, specifications, warranties 
— '(sep items under Equipment below) 

• insur^ce policies ^ . 

Equipment: 

• bid specifications 

• bids^ 

• contracts^ for purchase (if not ip financial 
files) ^ ' 

• plans & specifications (large equipment), 
*dra>yings c 

• photographs * ' 

• operator manuals 
service (repair) manuals 
parts manuals 

• warranties 

• vehicle titles, and registrations 

• insurance policies " ' ^ * * 

LEA'S may find it useful to gather into one 
location as many of these documents as possible. A 
.centrally located original 'document file makes the 
inform^on on these 'd^ocuments more readily 
available t'o potential users within tbe agency. 

The most common derived file is one based on 
an inventory listing. Irt fact, the simple inventory 
list is the most common form of property file found 
nfany LEA., The typical inventory list contain^ at 
minimum the following kinds of information: 

^ • the identification number, assigned to each 
item; ^ 

. • a brief descriptidh of each iteip. 



the original ^st (actual cost, estimated cost, 
or appraised value — whichever is appropri- 
ate), and , 

th^ location of each' item. ^ 
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This type of file may be expanded by collecting 
additional information when, mventory is takeni 
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Such files may be.maintaincd manually (haQdwrit" 
t^n OF typed documentslhat are filed manually in a 
de^k 6t cabinet) or in an automated mode io*n 
punched c»irs, computer tape, &t magnetic disk)^ 
The number of prpperty items in the file and the 
amofint of data colleeted-4brv^ch it%m usually 
determines whether an automated system is cost 
^effective. - - . ^ 

An invenlory list containing only a few^basic 
Items of data can be usefuhin serving the prmcipal 
stewardship responsibilities of the LEA, i.e., know- 
ing what the LEA owns a^xvhere it is located^ 
However, such a list usually contains .too Kttle 
information effectively support othftr planning 
and control needs of the LEA. For this^eason, 
many, LEA's gather additional inforn^on on 
certain types of property. This additional dataHs 
usually (1) gathered^ during the inventor^process, 

(2) copied from the original property-related 4ocu- 
,ments already on file (see the examples above),«or 

(3) collected during speciarstudies andyor data- 
collection efforts. When gathering more informa- 
tion for a derived file, the LEA must usually decide 
how* much information to duplicate fn^i^ existing 
files onto the new file' While it is inefficient to h^ve 
the same information exist ii^ moje than one file 
within the LEA, it may be equally inefficient to 
have to search among several files to find all the 
required information for a* given" item, or group of 
property items. This is ap ^xtremel^ important 
decision, and no simple guideline for making th^ 
decision exists — each situation must be .analyzed 

. on its own merits. ' < . / , 

For example, duplication 6f information from ' 
original documents to derived files m^y bfe justified 
when the storage place or method of access to , the 
original document is not convenier?k.to Jrequent, 
usfers df its information. ConvtrsWy, ^when such 
documents are used infrequently, as are most d^^ds 
amd pla's, fof example, it rnay be more efficient 4ip 
work directly wifih the original document and 



avoid duplication. 

GUIDELINES FOR DESIG^IKG 
AND MAINTAINING PRQPERTY^ 
INFORMATION FILES 



J^ach LEA should, have properly 't)rganized 
property information files, since they are the heart 
of the property accounting system. Although tife » 
size and content of these files wilj vary from LEA - 
to ILEA, all propert;y files (whether manual orn p 
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automated) should be Resigned and maintained to 
conforni to at /eas^ihe^eneral criteria listed below. 
DEA's (and 'SEA's and FEWswhere applicable) 
sho'uld attempt, wheraver possiBle^to further refine 
oTto supplement the following .criteria in aecor- 
d^ce with their own particular needs and 
^^dnstraints. . " ' * * 

V "1. In iiesigning property ffles, consideration 
should be given to ^developing information 

• as ma^ny of the daily activities of property 
, managenient as are practical and useful. 

Sucli actiViti^ can include purchasing 
equipment, allocating equipment, schedul- 
ing maintenance activities^ planning and 
^ ' managing capital budgets, and evaluating 
operating costs. 

the less Crequent activities of property 
I manageitien^ such^ils' renovating build- 

mgs, purchasing sites, an^ re6rganizi4|g 
school districts. 

• the other uses of property data, such as 
sunmiafizing and reporting data^o the 
bjoatd of education, the ?S£Xf various 
funding agencfes, and other public bodies. 

2. Prop|rty fifeS^ should be designed to store' 
only enoti^ • information for anticipated 
operating and repor^g needs. ' 

A coinmon tendency is to design the files to 
^tore an excfessive amount* of detailed data, , 
regardless of potential value and frequency 
of use. Files of this nature can require more 
-■^than a reasonable amount of effort and 
expensejo maintain. Qn the other han^, the^ 
^ files should^ ^ave a sufficiently broad ^ata 

baSke< to avoid unnecessary, and costly *'last- 
,^ -nurfuW** data-collection effqfts. 

"-^Some LEA'S may wish to establish special 
'historical files for important data that are no 
\ ^ i9nge#lieeded in current activities.This frees 
,^ ' tl^ current files from the clutter of old d^ta, 
•*Hwnile retaining these d^ta for future refer- 
ence. - 



3. Property f3es should be designed for easy 
maintenance ind updating, regardless of 
their "^ont^nt or th^ media on which they ape 
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recorded (e.g., pa^er* forms, computer cards, 
compiiter tap^). 

Forms dnd records that, permit easy deletion 
o^/outdated data and easy ad^tion of new. 
data are preferable to forms and records that 
mus^be replaced or reorganized each time a 
change in data is necessary. 

Specific responsibility sliould be assigned for 
maintenance of the property files, and a 
faiiiy rigid schedule of We maintenance 
should be established. 

The best incentive for an organization to 
maintain its property files adequately is when 
the data contained therein are essential for 
successful completion of the LEA s responsi- 
bilities (as describ^ in 1 above). Proper 
design regarding thK^ase of updates (as 
described in 3 abovej^lso contributes to 
good file maintenance^ However, the key that 
ties these incentives together is to have spe- 
cific people identified as responsible for^ 
keeping the files current and accurate. A 
predetermined file maintenance schedule (pe- - 
riodic deadlines for adding new data and 
deleting old data) is helpful in many situa- 
tions. < • 

Figure l.^Interrelationships 

Handbook MR , 
Financial data 



HANDBOOK LINKAGES: 

USING DATA FROM , . ' 

OTHER FILES * . 

The act of relating information from different 
files or accounting systems is referred to in the 
handbook series as "linking." The following para- 
graphs describe ' some basic considerations for 
designing linkages into a property accounting sys- 
tem, t * 
f Information about^gducation can be divided 
into a number of distinct'tategories, such as finan- 
cial, property, staff, and student. The handbooks 
in the»NCES handbook series (State Educational 
Records rfnd Reports Series) have been designed to 
address such categories. For example. Handbook 
IVR* addresses staff.information. Handbook VR^ 
covers student information. Handbook VI' per- 
tains to curriculum and instruction, and Hand- 
book X* covers educational technology. Figure 1 
ill&trates how these 'handbooks relate to one 
another. All LEA's have records that deal^ with 
information from one or more of these categories*. 



^ 'See appendix £ for full bibliographic information on^ach 
handbook. . m 

among SERRS handbooks 



Handbook tVR 
Staff data 











Subject- 


* Prop«rtY ^ 


\ . 


Fund 


Function 


• Object 


matter 


information 










area 


*fJo (optional)' 



r 



Porsor^l 
information 


Function 
afKl prograrV^ 


Subject- 
matter 
area 


/ 

Location of \ 
assigrvnent^ i 





Handbook IIIR 
ProportY data 



Property 
identification 
(Name* and No ) 



Location 
(Site, bldg , 
aryj/or room) 



I \, 
/ V 



Type of 
erty 



Other property 
character istics 
% 



I 



\l 

\ 
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Persona) 


School 


identification 


information 


/ 





Ftjnction V 


Items 


» — 

Items 


Subject* J 


and / 


describing 


describing 


matter [ 


program \ 


an LEA 


a school 


area ^ 



Learner 


Learning / 


^Bch a ra ct er istica 


resources V 



' Handbook VR 
Student data 



Handbook Vt 
Curriculum data 



Handbook X 
Education technolojrv' 
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'One of the best ways to link financial and property files is through the property identification number. This dimension (data 
item) is not ^hown in HBIIR, but may be added when desirable. 

^Han^book ^ docs not relate directly to an education information file as do the other handbooks shown here. It offers 
terminology that is very useful in classifying data within property files. 

' ' 23* ' . . 
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The largest LEA's usually include most of ^ese 
categories in their information systems. 

It has bef n suggested earlier in this chapter .that 
eadh LEA should minimize the duplication of 
infonriation among files. However, to link two files 
together, a certain amount of duplication of irtfor- 
mation is necessary. Usually, one or two key-data 
' items are involved. Such data items* are usually 
identified during the file desigij^ process, and the 
choice depends ei^tirely on the calculations and 
data comparisons in which the two files are to be 
used. For example, in ^ property file -containing 
information on an LEA's buildings, one of the 
probable data items would be floor area, in square 
feet (square meters). To calculate the current 
' square-feet-per-student ratio for any building, 
some measure of current €i>rollment or attendance 
in that building is needed. Good practice would 
suggest that enrollment/ attendance inforniation 
should not be collected as part of the property 
accounting system, 'since- it is probably available in 
other portions of the LEA's information 
files^usually in the student file or attendance file.* 
The enrollment/ attendance information can be 
retrieved from its file and related to the building 
area information if Ipoth files contain a building 
, identification numbiJr. This building identification 
number is the "link" between the files. 

Building numbers, site numbers, equipment tag 
,^umbers, and space (room) numbers are excellent 
limcing data items from the property files. Other 
useful linkSi^Jhough not as common in property 
files, are function codes, program codes, and sub- 
ject-matter codes. 

The task of linking existing files is often difficult 
since files and information systems are usually 
developed in different departments of the LEA and 
at different times. The needs for linking files 
together are gften not specified in advance, and the 
proper data item "links" are consequently not 
included. A common result can be either excessive 
duplication of information among files, or the 
inability to relate the information in different files 
Avithopt a great deal of exti^ effort. Proper plan- 
ning in xlesigning new information files or modify- 
ing existing ones may provide significant benefits: 

k. 

(1) greater availability of usable information, 
and 

(2) a reduction in time and. money apent on 
, * collecting and storing duplicate data. 
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property accounting records 
asl support for financial 

A€;jCOUNTING RECORD^ 

Certain property information can be used to 
^ create subsidiary records that'support and explain 
tHe dollar amounts summarized in the fixed-asset 
portion of an LEA's financial accounting' records.* * 
Information about each item of property (sites, . 
buildings and/ or equipment) is linked back to the ( 
fixed-asset financial accounts, usually through a 
simple code, such as a property identification 
number. These subsidiary-i:ecord.s can then be used 
to provide a detailed breakdown of 4he LEA'^ • 
assets. 

, For example, assume that the Wheeler-School 
District has a financial accounting system that uses 
the general fixedTasset accounts of Land, Build- 
ings, Improvements Other ^Than Buildings, and 
Equipment. Assume that Wheeler shows a 
$3OO,OO0rbalance in the fand account on, June 30 
and that the financial accounting System contains 
no information on the individual pieces of land 
comprising this total value. If, in the future, it 
became necess^y. to describe the. kinds of land 
represented by the $300,000, someone in the 
* Wheeler administration would,'' after some search- 
'ing, probably locate the necessary information. 

However, a^^ su9.I\ requests become more c'bm-, 
mon, not only for Land account, < but also for 
Buildings, Improvements, and Equipment, it might, 
be justifiable to rework the property files so that 
they wjould serve as subsidjary records the 
general fixeti-assets accounts. In its simplest form, 
such a subsidiary record for the Land account 
might contain the following inforniation: 



Site 
number 


Site 
name 


Location 


Area of 

site 
(acres) 


v'aluc 


101 
102 
103 


Jones School Fourth & Main Sts. 
Smith School 5066 Mapje Drive 
Old Tgdpr ^ U.S. Highway 89 


1.5 
7.0 
20.0 


$30,000 
14,00b 
16,000 






TOTALS 


100.0 


$300,000 



It is important that the total value shown on the^ 
subsidiary property record equals the value shown 
in the Land account in the financial accounting 
system. This tells the user that alLparcels.of land 
are listed and accurately accounted fon Of course, 
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muph more information may be stored in the 
property files than shown here, depending on the 
needs and the resources of the LEA. 

To develop a useful ^et of subsidiary property 
records, theXEA must have a method of maintain- 



ing afgreement between its financial accoun^^ ahd 
their respective property rccoi-ds. This suggests 
that the property records should he either main- 

. tained or reviewed periodically by the accounting 

'?lJepartmdnt. 



Chapter 4 

. CLASI^rFICATIQN OF PROPERTY DATA 



' This chapter contains ,a classification of the 
basic data items' reco<pm|nd^d /or the establish* 
ihent and * maintenance of: prop|?rty> accounting 
'systems. This classifr^y^lpn can be used by any 
LEA, pubjic or private, regardless of \ize, and 
regardless of whether 'its' accounting systSqns are 
com[i^j^ter-based or manual. In addition. State, 
Fedgj;al, and other ediAtiori agencies can use this 
classification to erthance ytheir' data collection, 
reporting,^nd analysis functfons relating to educa-* 
tion pro^rtjC Agencies should use this classifica- 
tion as a shopping list, selecting thoseltems essen- 
tial for 4heir property accounting purposes (see 
"Selecting Dm Items for a Properly Accounting 
System," p. \, and "WJiat Kii\ds of Property 
InfjpcmatioTi ^les Should an L^ Have?," p. 14). 

The pri^erty-data items in this ^hapter are 
classified by the types of property to 'which they, 
apply: ^itesaatiildings, spaces (within buildings), 
and eqlipn^T Within each type of.property, data 
items are grouped with othe^r data of the same 
general natixre. Examples oi^M^h groups are*Gjln- 
eral Descriptive laformation. Acquisition and fiUl^ 
Information, and Repair and Maintenance Infor- 
mation. 

It is mosHniportant to note yiat chapter 4 does 
not list all the pn-operty terms^ contained in this 
handbook; inst^, it lists only the terms that 
represent suggested data items (that is, items of 
information) that might be used in the *manaee- ^ 
ment of education property. Other property^j^^, 
which do not represent suggested data \fKmsbVii 
assist in understanding the. process of property 
account^^afe either* defined in the Glossary or 
are/discussed in oTKer chapters. In addition, cha^ 
ter 6 repeats those data items relating to proi)erty 
measures (e.g., length, area, ^si) and, -whpre 



CRITERIA FOR SELECTING DAVa 
ITEMS FOR THE HANDBOOK , . 

: Selection of data items^for this handbook took 
place in^two stages. The first stage involved identi- 
fication of potentially useful data items through 
consideration of: . - *^ 

• who the potential users of property informa- 
tion are (see chapter 2, p. 5)» 

• what the potential uses of property ^informa- 
tion might be (see,chapter 3; p. 12), and 



how d^taHed the information should be for 



each category of use ^ 



The data items generatVa^by this activity .were 
then spreened by application of the following crite- 
na: • • ^ ' 

need priority (the overall importance'iof any 
^ data kenf in enabling an agency io ^carry out 
^ its responsibilities); 

^^^H^requency of use; 

\ • sibility to be securgjf, stored, updated, and 

interpreted without unreasonable expense or 

effort; and ^ 
'* * 

, • incidence of actual use in a. sample of cur- 
repily operating-property^ accounting systems. 

The resulting dat^-item list should provide som^ 
assistance in developing or improving property 
accounting*^stems. However, readers are cau- 
tioned against ii^discrimir&te adoption of any data 
item irt the list. Few L^A's will be able to use all or 
even most of the data given below. 'And some 
.;.^_LEA's will find that Certain items they require may 
^PPr^^ate, offers further guidance /for standard^^not be listed. Use of the data-item classification list 
izing such nieasures. ^ Jf ' '^should be supplemented in all'cases by careful 

i - ■ 
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consideration of the guidelines set forth in chapters 
2 and 3. 



EXBLANATION OF THE 
DATA-ITEM CLASSIFICATION 
FORMAT ' 

. The foljpwing section explains the format of the 
data-item classification list presented in this chap- 
ttY. Figures 2 and 3 provide a graphic sumtnary of 
this discussion. 

Data Item 

^ Within this handbbok, "data item'* refers to a 
single unit of information that provides part of the 
description of a piece of property. For example, 
\ cost, location, and area of site are three data items ' 
' that, in part, describe a site (see data items 104 
Site location, 105 Area of Site, and 121 Cost of 
Site). The data items in .this handbook have 
four components: a data-item reference number, 
a data-item name, a data-item definition, and a 
' data entry. 

Data-Item Reference Number. The left-most 
column in -the data-item list contains each data 
item's reference number. For example, in data item 
^ 104 Site Location, **104" is^ the data-item > 
reference number. This number is for reference- 
purposes only^ particularly for cross-referencing 



Figure 2. Data-item classification format 
— Unspecified data entries — 



^104 



AREA OF SITE 



DATA-ITEM NAME 



XXX 
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DATArlTEM 
-REFERENCE 
NUMBER 



DATA-ITEM- 
DEFINITION 
PAGE 
NUMBER 
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between the list in chapter 4 and the definitions in 
chapter ^- / ' 

Data-Item Name. This is the title given to eacfi ' 
data item. For example, "Site Location" is the 
data-iterfflfame for data item 104. ^ 

Difta-Item Definition. A definition explaining 
the terms comprising the name of each data item 
,and the kind of information sought by each data 
item is given in chapter 5. The right-most column 
in the data-item list below indicates the page 
number on which each definition can be found. 



Data Entry 

"Data entry," as used in this hahdbook, refersH<^ ^ 
the actual information^ either in numerical or 
alphabetic form, which may be collected and 
recorded for a given data item. Using data item 104' 
Site Location as an example, a site located at 
the corner of 12th and Main Streets would have 
*M2th Street and Main," or some similar variation * 
C*12th and Main"), as .the data entry for data item 
104. For 104 Area of Site, a site of 2.5 acres would 
have **2.5" as the data entry. 

In both of the examples above, the type of data 
entry is either specified or implied in the data-item 
definUion. However, for many data items, a list of 
several alternative data entries are offered (see, for 
example, data items 106 Ownership of Site 
and 108 Principal Use of Site). The difference 
between these two types of data items is that 
104 and 103 have an unlimited range of data entry 
possibilities that cannot be specified in a simple 
list, while data items 106 and 108 have a limited 
number of data-entry alternatives that c^m be 
specified and given standardized names; codes, and 
idefini^flft[|Since the latter situation readily lends 
itself^ the handbook's objective of compiling a 
^andardized reference work for property terms, 
data items for which all or most of the data entries 
can be specified are treated in this manfter. Figures 
2 and 3 illustrate differences bet)veen these two 
kinds of data items andHheir respective data en- 
' tries*. V \ 

LEA's should itse the specified data-entry names^ 
and/ or codes where they apply, but may add 
additional data entries where special circumstances 
render the specified alternatives inapplicable. Most 
data entries in the classification list that follow 
have three components: a data-entry code, a data-1 
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Figure 3. Data*itein classification format 
Specified data entries — 



108 



PRINCIPAL USE OF SITE 
1 Education 
. 2 Community Service s 

3 \ Investment 



1---DATA-ITEM NAME 



l-^ DATA-ITEM REFERENCE NUMBER., 



DATA' ENTRY 
CODE 
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Q^ATA-ENTRY NAME 



DATA-ITEM IDENTIFICATION 
PAGE NUMBER 



XXX 



DATA-ENTRY DEFINITION 
PAGE NUMBER 



entry name, and a data -entry definition. Some data 
entries with obvious meanings are not defined. 

Data^Entry Code. The column of numbers 
appe'aring under many data-item names represent 
data-entry codes.' Each code can be used for two 
purposes: (a) for cross-referencing between the list 
in chapter 4 and the definitions in chapter 5, and 
(b) for the actual ^coding of data on a data- 
collection form. Consistent^ use of these suggested 
data-entry , codes by LEA's can help achieve a high 
degree of uniformity in their (and* in the States' and 
the Nation^s) property accounting information. As 
stated above, additional codes may be added to a 
'given data item, but existing codes sho^la nof be- 
altered in any way that would prevent tne new code 
from relating back to the original code as given in 
this.handbook. 

Data*Entry Name, Following each data-entry 
code is the data-entry rianie. LEA's operating 
manual accounting systems may, in many cases, 
prefer to ent^r the data-entry name in their records 
rather than the corresponding code. Some may use 
both. 



Data-Entry Definition, A definition explaining 
the kind of information represented by each data 
entry is giVen.ih chapter 5. The right-hand column 
in the list, below indicates the page number on 
which each definition can be found. 



CLASSIFICATION OF 
DATA ITEMS 

Data items listed and classified below are 
grouped accord ing to the type Of property t o which 
they apply: 

. 100 Series: SITES 

200 Series: BUILDINGS 

300 Series: SPACES (within Buildings) 

400 Series: EQUIPMENT — . 

All data items and data entries given below are 
defined in chapter 5, except for those data entries 
requiring no definition. Such data entries are 
indicated with "ND" (Not Defined) in the right- 
hand coluntn. 
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Classification of Data Iter^s and Entries, Including Index to Definitions 




\ 


Reference 


Data-Item JSIame: 


Definition 




number ^ 


Data-Entry Code and Name 


page number 




100 Series: SITES 






• 


— SITE IDENTIFICA TION — 






101 


• 

SITE NUMBER 


41 






$^TP ADDITION NUMBER 


41 








ND 




- 


1 PIP^T ADDITION 


ND 








ND 






(FTC ^ 


ND 




IXJJ 


CITpKIAiuip w> 


41 




1 U*f 


mTF LOCATION 


41 






rFMFQA 1 DF^CRiPTiVF INFORMATION — 








ARPA HP QITP 


42 




lUO 




42 






r T FA.OWNFn 


42 






9 MlINiriPAT 1 V OWNFD 


42 






'K ' AIITHORITY-OWNFO 


42 






d OTHFR PlIRIir OWNFftSHIP ' '? 


42 






5 NONPUBLICLY OWNED 


42 






6 SJIARED OWNERSHIP 


42 






9. OTHER 


ND 




107 


SPECIAL DEED RESTRICTIONS 


42 






PRINCIPAL USE OF SITE 


42 






1 EDUCATION 


42 






2 COMMUNITY SERVICES 


* 42 






3 INVESTMENT 


. 42 






4 NOT IN USE 


42 






9 OTHER • ' 


XT 

ND 






CAPACITY OF PAVED PARKING AREAS ON SITE 


42 




1 10 


CAPACITY OF UNPAVED PARKING AREAS ON SITE . <J 


42 , 




111 


CAPACITY OF AVAILABLE PARKING AREAS OFF SITE 


43 




112 


EASEMENTS 


43 






^ STRUCTURES AND SPECIAL AREAS ON SITE — ~ 


* 




113 


TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL 








AREA ON SITE J 


43 




01 FOOTBALL FIELD' — <^ 


43 






02 BASEBALL FIELD . / 


43 


* 




03 SOCCER FIELD / 


43. 






04 . MULTIPURPOSE FIELD 


, 43 




1 


1 1 BASKETBALL COURT 


43 






12 • VOLLEYBALL COURT 

*• 


43 , 
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Reference Data-Item Name; 
number Data-Entry Code and Name 



\ 



114 

115; 
116 ' 



117 

118 
119 
120 



13 TENNIS COURT 

14 HANDBALL COURT 

15 MULTIPURPOSE COUkr 

21 , pAved playground 

22 UNPcAVED playground 

23 PRESCHOOL PLAYGROUND 

31 TRACK AND ;^IELD AREA ' 

32 RUNNING TRAC^f 

33 OBjSTACLE cbuRSE 

34 ARCHERY RANGE 

35 RIFLE/SHOOTING RANGE 

36 SWIMMING POOL 

37 WADING POOL 

38 DfllVER TRAINING RANGE 

39 ICE RINK 

41 OUTDOOR CLASSROOM 

42 . CAMPSITE 

43 AGRICULTURAL AREA 

44 ANIMAL HUSBANDRY AREA 

45 HORTICULTURE/ ARBORICULTURE ARfEA 
99 pTHER STRUCTURE OR SK'ECIAL AREA 

NUMBEB OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 
PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 
SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 

— STRUCTURES AND SPECIAL AREAS OPF SITE — 

TYPE OF STRUCTURE (EXCLUDING BUII,DING) OR SPECIAL 
AREA Of F SITE . 

NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 
PARTICIPANT CAPACITY OF STRUCtURE(S) OR SPECIAL AREA(S) 
SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 

's 

- SitE ACQUISITION AND COST INFORMA TION— 



Definitio^i 
page number 

43 
, 43 
43 
43 
44 
,44 
44 
44 
44 
44 
• 44 
44 
44 

44 , 
, 44 
44 
44 
44 , 
44 
44 
"44 
44- 
45 

»45 ■ 
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121 * METHOb OF SITE ACQUISITION 

1 I»URCHASE ' ^ 

2 LEASfE 
?v LOAN 

4; GIFT \ • . 

5 PROPERTY EXCHANGE 

6 BOUNDARY CHANGE 
• ; 9 OTHER 

122 •ATE,OF SITE ACQUISITION 

123 COST OF SnjE ACQUISITION 
J24 ANNUAL COST OF SITE LEASE 

125 TERM OF SITE LEASE 

126 SOURCE OFi^UNDS FOR SITE ACQUISITION 

127 MARKET VALUE OF SITE 



45 
45 
45 
45 



45 
AS 
45 
45 
45 
46 
'46 
ND 
46 
46 
46 
46 
46 
.46' 



30 



26 



PROPERTY ACCOUNTING 



Reference Data-Item Name; 

number . Data-Entry Code and Name . , . ^ ; 

100 Series: SMES ^Conttnu^d 

9 

128 METHOD OF ESTIMATING MARKET VALUE 

1 APPRAISAL 

2 SALE PRICE 

3 OFFER TO PURCHASE 
- 9 OTHER 

— SITE IMPRO VEMENT INFORM A TION — 



129 
130 
131 



132 
133 
134 



135 
i36 



137 
J38 



139 
140 



NATURE OF SITE IMPROVEMENT 
DATE OF SITE IMPROVEMENT 
COST OF SITE IMPROVEMENT 



Definition 
page number. 



46 
46 
46 
46 
ND 



46 

47 ~ 
•47 



— SITE MAINTENANCE INFORMATION — 

i '• . " ■ 

EXPLANATION OF SITE MAINTENANCE OR^ OTHER WORK PERFORMED 47 
DATE SITE MAINTENANCE OR OTHER WORK COMPLETED M7 
COST OF SITE MAINTENANCE OR OTHER WORK - 47 



— ' DISPOSITION OF SITE 

AREA OF SITE DISPOSED . — 

REASON FOR SITE DISPOSITION 

1 . NO LONGER USEFUL 

2 END OF LEASE 

3 LOAN RECALLED 
9 OTHER 

date of site disposition 
method of site disposition 

1 sale" 

■2 GIFT 

3 RETURN TO LENDER OR LESSOR 

9 OTHER 
NET PROCEEDS FROM SITE DISPOSITION 
RECEIVING FUND FOR SITE-DISPOSITION PROCEEDS 



\ 



1 



200 Series: BUILDINGS 



— BUILOh/G IDENTIFICATION — 



203 
204 




47 
47 

ND 
47 
48. 

ND 
48 
48 
48 
48 
48 

ND 
48 
48 



BUILDING NUMBER 
BUILDING ADDITION CODt 
9 ORIGINAL BtlLDir 

1 FIRST ADDITION 

2 SECOND ADDITIOr 
. . / (ETC.) 

BUILDING NAME 

SCHOOL OR OTHE^J OPERATIONAL UNIT NAME 



31 



49 
49 
ND 
ND 
ND 
ND 
49 
49 



CLASSIFICATION OF PROPERTY DATA \ 27 

Reference ( Data-Item Namef \ ' - \ Definition * • 

number / Data-Entry^ode anovName \ page number 

■ ■ ■ L - \ t 

205 SCHOOL OR OTHER ORERATIONAL-UNIT NUMBER \ • 49 • 

206 BUILDING LOCATION \ 49 

. • \ 

— GENERAL DESCRIPTIVE INFORMAJION — \ ' 

207 TYPE OF BUILDING DESIGN * 49 " . 
01 GENERAL EDUCATION BUILDING ^ , 49 • * 

. V 02 INSTRUCTION BUILDING ' * ' 50 ^ 

03 ADMINISTRATION BUILDING • 50 ^.^ 

04 LEARNING RESOURCES BUILDING 50 
' 05 ATHLETIC BUILDING 50 . • 

• 06 . AUDITORIUM BUILDING 50 . ♦ , 

07 FOOD SERVICE BUILDING 50 

11. MECHANICAL SERVICES BUILDING , 50' 

12 VEHICLE GARAGE * 50 . 

J^3 MAINTENANCE BUILDING 50 

14 WAREHOUSE BUILDING * . 50 

J 15 MULTIPURPOSE SUPPORT BUILDING » yo 
•> 16 DORMITORIES AND OTHER GROUP LIVII^p QUARTERS y50 

17 SINGLE-FAMILY-DETACHED LIVING QUARTERS 50 

18 SINGLE APARTMENTS AND CONDOMINIUMS 50 

98 SHELL BUILDING • 51 

99 OTHER ^ ND • 

208 PRINCIPAL USE OF BUILDING 51 ► 

1 EDUCATION • ' * 51 , 

2 COMMUNITY SERVICES 51 

3 INVESTMENT ^ '51 

4 NOT IN USE . 51 . . 
9 OTHER • . ND . " 

209 AVAILABILITY OF BUILDING - * 51 
1 FULLY OCCUPIED " 51 

- 2 PARTIALLY OCCUPIED * 51 

3 OCCUPIED-SCHEDULED FOR DISPOSAL OR RETIREMENT 51 

4 VACANT, AVAILABLE FOR USE ' 52 

5 VACANT, NOT AVAILABLE FOR USE '52 

6 NOT AVAILABLE, LEASED OR RENTED 52 
9 OTHER , ND . 

210 GRADES IN BUILDING ^ y""^-^ 52 

00 KINDERGARTEN / ND • 

01 FIRST GRADE . - /| ND 

12 SENIOR YEAR (12TH GRADE) , ND 
^3 FRESHMAN IN COMMUNITY/ JUNIOR COLLEGE 

(13TH YEAR) • ND 
14 SOPHOMJJRE IN COMMUNITY/ JUNIOR COLLEGE 

(14TH YEAR) ' . ND 

20 EARLY CHILDHOOD/PRESCHOOL - ND 
O 30 ADULT/COMMUNITY/CONTINUING EDUCATION . ND 

^ ■ . ' 32 



28 



PROPERTY^ACCOUNTING 



Reference bata-Item Name; ^ 
number ^Data-Entr^ C^jde and Name 

200 Series: ByJllDmGS -^Cpntinued 



211 
212 




. 9g UNGRADED 

99 I NOT APPLICABLE 
STUDENT CAPACITY OF BUILDING 
OWNERSHIP OF 6UILDING 
1 ■ ' LEA-OWNED 
, 2 . . MUNICIPALLY OWNED 
A ■ 3 AUTHORITY-OWNED 

4 OTHER PUBLIC OWNERSHIP 

5 NONPUBLICLY OWNED 

6 SHARED OWNERSHIP 
. 9 OTHER 

— BUILDING A CQUISITION AND COST INFORMA TION —y 

213 METHOD OF BUILDING ACQUISITION 

1 CONSTRUCTION^(BY CONTRACTOR) 

2 CONSTRUCTION (BY LEA PERSONNEL) 

4 LEASE (RENt) 

5 LOAN 
4 6 GIFT •' - , 

1 PROPERTY EXCHANGE 

8 BOUNDARY CHANGE 

9 OTHER 

214 NAME OF GENERAL CONTRACTOR 

215 DATE CONSTRUCTION STARTED 

216 DATE CONSTRUCTION COMPLETEb 

217 COST OF BUILDING ACQUISITION 

218 ANNUAL COST OF BUILDING LEASE 

219 TERM OF BUILDING LEASE 

220 DATE OF BUILDING ACQUISITION • , 

221 SOURCE OF FUNDS FOR BUILDING ACQUISITION 

222 EXPECTED USEFUL LIFE OF BUILDING 

223 DEPREG4ATI0N METHOD 

224 BOOK VALlk OF BUILDING 

225 MARKET VAL^E OF BUILDING 

226 METHOD OF ESTIMATING MARKET VALUE 

1 APPRAISAL 

2 ^ALEPRldE 

3 OFFER TO PURCHASE ' 
9 OTHER 

227 REPLACEMENT COST OF BUILDING 

228 METHOD OF ESTIMATING REPLA<^EMENT COSJ 



Definition 
page number 

. t 

5^ 
.52 

52 

52 

52 

52* 

52 

52 

52 

52 
ND 



\ 



ERIC 



1 

2 
3 
9 



BID 
APPRAISAL 
ESTIMATE 
OTHER 

/ 



33 



53 
53 
53 
53 
53 
53 
53 
53 

.53 
53 
53 
53 
53 
53 
54 
54 
54 
54 
54 
54 
. 54 
54 

' S4 
. 54 

ND 
. . 54 
54 
54 
54 
• 54 

ND 



CLASSIFICATION OF PROPERTY DATA 



29 



Reference Data-Item Name; 
number Data-Entry Code and Name 

229 INSURED VALUE OF BUILDII^G 
, 230 INSURED X^LUE OF BUILDING ^ONTENTS 




Definition 
page number 

■•54 
54 



— PHYSICAL CHARACTERISTICS OF BUILDING — 



. , ^ 231 


EXTERIOR WALLS . - 


55 




1 

1 




55 




2 


BRICK VENEER ' , 






3 


OTHER MASONRY 






4 


METAL 






" 5 


PANEL WALL 






6 


CONCRETE 


■JnJ 




8 


NONE ... j 






9 


OTHER J 


IN 


232 


FLOOR 


FRAMING 


J J 




1 


WOOD FRAMING , " - 


cc 

J J 


i 


2 


CONCRETE ON GRADE 


cc 

J J 




3 


WOOD ON STEEL 


cc 

JO 




• 4 


CONCRETE SLAB ON STEEL FRAMING 


cc 

JO 




5. 


CONCRETE SLAB ON CONCRETE FRAMING 


cc 

J J 




6' 


STEEL ON STEEL 


c^ 




9 


OTHER 


IN u 


233 


FIXED JNTERIOR WALLS 


55 




1 . 


WOOD FRAME ' 


IN ' 




2 


MASONRY 


cc 




3 


METAL ■ ,« . 


- IN lJ 




9 


OTHER 


IN U 


234 


ROOF FRAMING 






1 


WOOD 


Nn 




2 

• 


STEEL . 


Nn 

IN lJ 




3 


COlSCRETE 


' Nn 

IN lJ 




,9 


OTHER 


Nn 

In VJ 




ROOFOECK 


DO 




1 


WOOD . 


In \J 




2 


OTHER COMBUSTIBLE MATERIALS 


^6 . 




3 - 


METAL 


' ND . 




4 


OTHER NONC0MBUSTIBI.E MATERIALS " 


56 


■ 236 


ROOF MEMBRANE 


56 




1 


TAR OR PITCH 


, ND 




2 


♦TILE 

SLATE ^ ' ^ 


ND 




3 


*ND 




4 


METAL 


ND 




5 


BLASTfC 


ND 




6 


WOOD SHINGLES 


ND 




7 


ASPHALT SHINGLES 


ND 




8 


ASBESTOS 


• ND 




9 


OTHER 


ND 


237 


TYPE OF STRUCTURAL SYSTEM 


56 




1 


LOAD BEARING WALLS 34 


56 



lO ' , PROPERTY ACCOUNTING 

Reference Data-Item Name; • ' . » Definition 

number Data-Entry Code and Name , . page nunfter 

.200 Series: B\J\ID\NGS— Continued. 

,2 INFLATABLE • ,56 

9 OTHER ' ^ ND 

23^ • MATERIALS IN STRUCTURAL SYSTEM ^ , - ^ - - 56 

1 STEEL ' ' . ' ' 56 

2 " CONCRETE 56 

3 LIGHT WOOD ' * 

4 HEAVY WOOD ' - 57 
9 OTHER ^ ^ W ' . ' ND 

239 MOBILITY^ BUILDING * 57 

1 PERMANENT (IMMOBILE) BUILDING 57 

2 • RELOCATABLE ByiLDINC? ' . 57' 

240 GR0S3 FLOOR AREA OF BUILDING 57 

241 TOTAL ASSIGNABLE FLOOR AREA OF BUILDING * 57 
"242 TOTAL FLOOR AREA OF REGULAR iNSTl^TIOlMAL Sf^ACE 57 

243 TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL SPACE .1 ' 58 

244 TOTAL FLOOR AREA OF LEARNING hESOUpCES SPACE 58 

245 TOTAL FLOOR AREA OF MULTIPLE PURPOSE SPACE, SUPPORJ 
SPACE, and: OTHER ASSIGNA^E SPACE 58 

• 246 NUMBER OF STORIES (FLOORS) 5r 

247 AREA OF DISASTER SHELTER 58 

248 • AV/\ILABILITY OF BUILDING ENTRANCES JpOR THE HANDICAPPED 58- 

249 ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE 
HANDICAEPEB^ 58 

250 AVAILABILITY 6f TOILET FACILITIES FOR THE HANDICAPPED 58 

251 AVAILABILITY OF SZ-fNCH DOOPS » ' 59 

' *>•, 

— MECHANICAL, ELECTRICAL, ENVIRONMENTAL, AND 
LIFE SAFETY SYSTEMS IN BUILDING — 

252 LOCATION.OF HEATING SOURCE 59 
' 1 CENTRAL . ^ 5^ 

2 LOCAL ZONE ^ , 59 
*i INDIVIDUAL (ROOM) HEATERS ' 59/ 

4 COMBINATION 59 

5 OTHER J * f * ^ 

253 TYPE OF HEATING SYSTEM . J » 59 

1. RADIATORS AND CONVECTORS ^ 59 

" / 2 ' UNIT VENTILATORS . : ■ ■ , 59 

3 GRAVITY WARM AIR FURNACE 59 

4 FAN BLAST OR FORCED.AIR * . '59 

5 RADIANT PANEL / 59 
. 6 • SPLIT SYSTEM . ' . 59 

7 ROOM HEATERS , » 59 ' 

8 INTEGRATED HEATING, VENTILATION AND AIR- 
CONDITIONING (HV AC) DELIVERY'SYSTEM . 59 

9 OTHER 1^ ^ . NP 



NT 



CLASSIFICATION OF PROPERTY DATA -^-j^ » / ' 31 



Reference Data-Item Name; ■ ! ' ■ • \^ - Definition 

number Dat^ntry Code and Name ' • • ^ ' ' . page number 




ND 
ND 



ERIC 



254 .PRIMARY ENERGY SdURCE FOR WEAT 60 

1 WOOD ' * . * ^ , • ND 

2 COAL 

3 NATURAL GAS 

4 LP GAS . j ' ' • ♦ • ' ND 

5 OIL . , . . , ' 

6 ELECTRICITY ' . , , . ND 

7 SOLAR ' • » ND 
9 OTHER . > • ND 

255 HEATING MEDIUM ^ 60 

1 . WATER . . . - , * . 6ff 

2 AIR • > * ■ - 60 

3 ALCOHOL-BASE J . * 60 

4 N<)t applicable .60 
9 QTHER ... ND 

256 CAPACITY OF HEATING SYSTEM ' . /' / 60 

257 TYPE OF STANDBY flEATINGSVSTEM ' V -60 

258 LOCATION OF COOLING SOURCE . ' 60 

1 CENTRAL / . " . • 60 

2 LOCAL ZONE - ,. , ^" \: 60 

3 ' INDIVIDUAL (ROOM) UNITS * , . ' /: '60 
' 4 COMBINATION 60 

9 OTHER . ND 

259 PRIMARY ENERGY SOURCE FOR COOLING 60 
.'I . NATURALTGAS . . . " - ND 

2 LP GAS \. / ' , * . ND 

I 3 OBL , * . . ^ ND 

4 ELECtRICITV , * * V ' ND 
" > '5 SOLAR " , • „ ND 

9 OTHER * . , , - ND. 

260 CAPACITY OF COOLING SYSTEM , . 61 

261 TYPE OF VENTILATIOAI , ^ ' . 61 

1 WINDOW VEl^ITILATION ' , 61 

2 GRAVITY yHMTILATION ' .61 

3 MECHANICAL EXHAUST ' *^ 61 
' 4 . MECHANi'qAL SUPPLY , " ' 61 

5 BOTH MECHANICAJb*XHAUST*AND SUPPLY . ^ 61 
9 ■ OTHER / . ND 

262 COMBINED HVAC SYSTEM ' ' ' " 61 

263 SOI^RCE OF WATE*R FOR BUILDING , 61 

1 LEA-OWNED y . 61 

2 OTHER PUBLIC ' ' yr ^' ' . 61 

3 OTHER , ND 

264 SOURQE OF SEWAGE TREATMENT/DISPOSAL SERVICE 
FOR BUIJLDING * . ^ 61, 

1 LEA-OWNED ' . 61 

2 OTHER PUBLIC . • ' . 61 

3 . PRIVATE , . • ' - 61 
O 9 OTHER : " . ' 3 g ND 



32 



PROPERTY ACCOUNTING 



\ 



Reference Data-Item Name; 
number Data-Entry Code and Name^^ 

200 Series: BUILDINGS— Co/i^ufoeJ 

soOrc^ of electricaCsui^ply for building 

1 lea-owned ( • 

2 other publicvj 

3 PRIVATE 
9 OTHER 

TYPE OF EMERGfeNCY ELECTRICAL SUPPLY 

' " 1 NONE 

2 GENERATOR > 

3 BATTERY ' . ^ 
9 OTHER 

267 /TYPE OF COMMUNICATION SYSTEMS 

1 TELEPHONE ^ 

2 OTHER AUDIO SYSTEMS 

3 TELEVISION 

4 COMPUTER TERMINAL * 
9 OTHER 

268 COVERAGE OF COMMUNICATION SYSTEMS 

1 SIMULTANEOUS CALL, COMPLETE COVERAGE 

2 SIMULTANEOUS CALL, PARTIAL COVERAGE 

3 INDIVIDUAL CALL, COMPLETE COVERAGE 

4 INDIVIDUAL CALL, PARTIAL COVERAGE 

5 TWO-WAY COMMUNICATION, COMPLETETOVERAGE 

6 TWO-WAY COMMUNICATION, PARTIAL COVERAGE 

7 ROOM-TO-ROOM COMMUNICATION, COMPLETE 
COVER AJ^ * ' 

. 8 ROOM-TO-ROpM COMMUNICATION, PARTIAL^COVERAGE 
• 9 OTHER ' ) 



Definition 
page .numbei 



269 



270 



271 

272 
273 



SAFETY AND SECURITY SYSTEMS 

1 FIRE ALARMS 

2 HEAT/SMOKE DETECTORS 

3 . AUTOMATIC SPRINKLERS 
- 4 FIRE HOSE CABINETS « 

5 . FIRE PROTECTION WATER SUPPLY 

6 FIRE EXTINGUISHERS 

7 POLICE OR FIRE CALL BOX(ES) / 

8 BURGLAR (INTRUSION) ALARM(S) 

9 OTHER . ' 
AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBl 
WARNING SIGNALS FOR USE fN CASE OF FIRE 



— BUILDING REPAIR AND MAINTENANCE INFORMATIOlN — 

EXPLANATION OF BUILDING REPAIR ORNv/IAINTENANCE 
WORK PERFORMED 
DATE BUILDING REPAIR OR MAINTENANCE WORK COMPLETED 
COST OF BUILDING REPAIR QB MAINTENANCE yVORK 



- ♦ \ 



37 




61 
61 
61 
61 
NO 
62 
NO 
NO 
NO 
ND 
62 
62 
62 
62 
62. 
ND 
62 
62' 
62 
62 
62 
62 
62 

63 
63 
ND 
63 

"63' 

63 

63 

63 

63 
.63 
*63 

63 
ND 

63 



64 
64 
,64 



CLASSIFICATION OF PROPERTY DATA . 33 

Reference Data-Item Name; ^ n Definition 

number Data-Entry Code and Name pag? number 

' ALTERATION, RENOVATIOIS, ANB REMODELISG - 

274 EXPLAIS^ATION OF BUILDING MODIFICATION 64 

275 DATE OF BUILDING MODIFICATION - 64 

276 COST OF BUILDING MODIFICATION 64 

277 SOLTRCE OF FUNDS )=0R BUILDING MODIFICATION 64 

— DISPOSITION OF BUILOmG — i 

278 REASON FOR BUILDING DISPOSITJOM 64 ' 

' 1 TECHNICAL OBSOLESCENCE 64 

2 NO LONGER SiERVICEABLE , 64 

3 NOT COST EFFECTIVE , 64 

4 END OF LEASE 64 

5 LOAN RECALLED . 64 

6 CASUALTY LOSS • 65 

7 NO LONGER NEEDED BY LEA - NO 
. / .9 OTHER , NO 

279 DATE OF BUILDING DISPOSITION 65 

280 METHOD OF BUILDING DISPOSITION 65 

1 SALE . 65 

2 GIFT » V 65 

3 RETITRN TO LENDER OR^^SOR ) 65 

4 DEMOLITION ^ ° / 
9 OTHER ' • Jk. 

281 NET PROCEEDS FROM BUILDING DISPOSITION [\ . 65 

282 RECEIVING FUND FOR BUILDING DISPOSITION PROCIEDS ^ 65 

300 Series: SPACES (within buildings) ^ \ 

— SPACE IDENTIFICATION — 

301 SPA^jgUMBEB V. '67 

—-DESIGN CHARACTERISTICS — -.^.^^ 

302, FLOOR AREA OF A SPACE 67 

303 SPAbE DIMIENSIONS 67 

304. TYPE OF SPACE ' . . 67 

1000 ASSIGNABLE SPACE 67 

- 1 100 Regular Instructional Space 67 

.r ' 1200 Special Instructional Space 67 

' 1201 Athletic/Physical Education - . 68 

Space ' ' y 68 

t . 1202' Business Education Space ^ - - 

1203 . Family and Consumer Education ^ 

(Home Economics) Space , , 6i 

O 1204 Industrial Arts Space 68 

^ . ■ ■ ■ /38 ' 

4 ^ 



i 
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PROPERTY ACCOUNTING ^ 



Reference Data-Uem Name; 
number Data-Entry Code and Name 

300 Series: SPACBS (within butt^rngs)— Continued 



Definition* 
^age mimber 



ERIC 





1205 


Kindergarten Space 


68 




1206 


Mathematics Laboratory ' 


6.8' 


• 


1207 


Media-Based Instructional Laboratory 


68 




1208 


Music Space 


68 




1209 


Planetarium' ^ 


68 




1210 


Science Laboratory 


69 




1211 


Special Instructional Space for 


69" 






Exceptional Children 




1212 


Computer/ Data-Processing Sp.ace 








(Instructional) * 


69 




1213 


Darkroom (In^uctional) 


69 




1214 


Motion Picture Studio (Instructional) ' 


/ 69 




1215 


Radio Station (Instructional) 


69 




1216 


Sound Studio (Instructional) 


m 




1217 


Television Studio (Instructional) 


69 




1299 


Other Special Instructional Space 


69 


' 1300 


Learning Resources Space 


69 


1400 


Multiple-Pyrpose Space 


69 




1410 


/ Auditorium 


' . 69 




1420 


. Cafeteria , 


- 70 




1430 


. Cafetorium 


70 




1440 


Gymnatorium 


70 




1490 


Other Multiple-Purpose Space 


- 70 


1500 


Support Space 


70 




1501 


Computer/ Data-Processing Space 


70 




1502 


ConferencTiloom 


70 




1503 


Darkroom 


70 




1504 


Equipment Room 


30 




1505 


Health-Care Space 


70 




1506 


Maintenance and Repair Shop' ^ 


70' 




1507 


Motion Picture Studio 


70 




1508 


Ofrice 


•'.70 




1509 


Projection Room ' 


-71 




1510 


Radio Studio ^ 


.71 




1511 


Residential Space 


71 




1512 


'Sound S(63io 


71 




• ,1513 


^^_Sjorage Space 


71 




15r4 


Television Studio 


71 




1515 


Vehicle-Storage Space 


71. 




1580 


General Support Space 


71 




1590 


Other Support Space 


. 71 


1900 


Other Assignable Space 


• 71 


2000 NONASSIGNABLE SPACE 


71 


2100 


Circulation Space 


71 


■ 220O 


Custodial Space 


71 


. 2300 


Mechanical Space 


71 


2400 


' Structural Space 3d 


71 


2900 


Other Nonassignable Space - 


72 



CLASSIFICATION OF PROPERTY DATA . ' . , 35 

• , _ '- ' 

Reference Data-Item Name; ^ ^ . Definition 

number " Data-Entry Code and Name . ' " « ^ page number 

f, • "' * , ' Q. , , ■ - 

305 STUDENT CAPACITY OF A SPACE » 72 

306 ' NUMBER OF FIXED STUDENT STATIONS ' .' «• 72 

307 WALL FLEXIBILITY _ . ''2 

1 PERMANENT, LOAD-BEARING 72 , 

2 PERMANENT, NONBEARING - 72 

3 DEMOUNTABLE WALL 72. » 
# 4 OPERABLE WALL / ' ^1 

5 CURTAIN OR DRAPE * - 72 
* 6 OTHER PHYSICAL BOUNDARY " 72 

7 IMAGINARY BOUNDARY ,72 

308 TYPE OF WALL FINISH . 73 

01 > PLASTER ' , • - ^ ND 

02 CONCRETE BLOCK •> , * ND 
, 03 BRICK- * . ND 

04 CERAMIC TILE . < X. , ND 

. 05 WOOD ND^ 

^ ■ 06 METAL . • ■ ^ ♦ , ■ . ■ ND" 

07 FIBER BOARD / ' ' ND • 

06 PLASTIC / ND 
• 09 CHALK BOARD^ *..^v.^-<l ND 

► 10 gyp' BOARD, PAINTED ^--^ * NQ , 

11 GYP BOARD, VINYL COATED ' . ND * 

. 12 GLASS " • ^ ND 

\i ' CORK ND 

99 OTHER ■ " ' " - ■ . ND 

309 FLOOR FINISH , 73 

''1. CONCRETE ' , . ND' 

2 WOOD • ' ' > . l^ .^.J^'^ ' ND 

3 RESILIENT TILE * ^"T-T - 73 * 
4^ CERAMK^JLE ^ NP • 



ND 



ERIC 



5 TERRAZZO*^ . .: , NQ 

6 CARPET 

7 LINOLEUM . . • ND 

8 MARBLE ^ , ' ND 

9 OTHER . ' ND 

310 CEILING FINISH - * 73 

1 PLASTER • ND 

2 ACOCItICAL PLVsTER " ND 

3 . ACOUSTICAL TILE OJt^ANELS ND 

4 MASONRY , ND 

5 WOOD ' • • ND 

6 METAL • ^ • ND 

7 FIBER BOARD • ^ ' ' ^ ND 

8 PLASTIC ♦ • * *. ND 

9 OTHER ND 

311 ' TYPE OF LIGHTING . . ' ! 73 

1 INCANDESCENT l ND 

2 FLUORESCENT . T ND 

3 MEReURY , ' Xrj ^ ' J . ND 
9 ,OTH^. 'lU . , • .ND 



36 



PROPERTY ACCOUNTING 



Reference Data-Item Name; 
number Data-Entry-Code and Name ' 

300 Series: SPACES (within buMmgsy^Continued 

— INFORMATION ON ADJUNCTS — 

3!2 TYPE OF ADJUNCT 

1 STORAGE ROOM « 

2 PRIVATE TOILET/BATHROOM 

3 SUPPORTROOM / 

4 GENERAL PURPOSE ADJUNCT 
9 OTHER ADJUNCT , ^ 

313 FLOOR AREA OF ADJUNCT 



Definition 
page number 



74 
74 
74. 
74 
74 
NO 
74 



400 Series: EQXIIPMENT 



— EQUIPMENT IDENTIFICA TION — 



401 
402 



403 



EQUIPMENT TAG NUMBER 
EQUIPMENT INVENTORY NUMBER 



\ 



ERIC 

hriiimiimrrriTiaiia 



r- GENERAL DESCRIPTIVE INFORM A TION --^ 

EQUIPMENT TYPE 

1000 INSTRUCTIONAL EQUIPMENT 
1 100 Instructional Device 

1 1 10 Audio Device y 
1120 Computer Device 

''l 130 GraphTcs and Graphics Reproduction Device 
1 140 Electronic Display Device 
1 ISO Photographic Device 
VI 60 Projected and Magnifled Display Device 
1170 Physical Display Device 
1 180 SubjCct-Matter-Related Device 

1181 Art Equipment 

1182 Business Equipment , 

1 183 Driver Education Equipment 

1 184 Homemaking Equipment 

1185 Industrial Arts Equipment 
* 1 186 Music Equipment 

1187 Physical Education Equipn^ent 

1188 Scientific Laboratory l^ipment 

1 189 Other Subject-Matter-Related Device 
^ 1 190 Other Instructional Device 

1200^ Recorded Instructiohal Materials 
, ^ 1210 Audiorecording Materials # 

^.^^1 ^ 1220 Computer Materials 

1230 Electronic Display Materials 
1240 ' Projected and Magnified Materials 
1230 Printed/Pictorial Materials 



76 
76 



.76* 

77 

77 

77 

77 
ND 

77 

77 

77.^ 
.77; 

78 

78 

78 

78 

78 

78 
, 78 

78 

78 

78 

78 

78 

78 



79\ 
79 } 
79. 

79 
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CLASSIFICATION OF PROPERTY DATA 



Reference 
number 



404 
405 



406 
407 
408 
409 
410 
411 



412' 
413 
'.414 



JData-Item Name; 
Data-Entry Code and Name 



J 



2000 ( 



1260 Three*Dimensional^Materiais 
1270 Multimedia "Kits ^ i 

1290 Other Recorded Instructional Materials 

1900 Other Instructional Equipment 

OTHER EQUIPMENT 

2100 Furniture 

2200 Machinery ahd Apparatus 



2300 
2900 



Hand Tools 

Bench, Desk, or Floor Machinery (Office) 
Bench, Desk, or Floor Machinery (Nonofiice) 
Heavy Construction Machinery 



\ 



2210 
2220 
2230 
2240 
Vehicles 
Other; 

DESCRIPTION OF EQUIPMENT 
EQUIPMENT MOBILITY 

1 BUILT-IN EQUIPMENT (BUILDING) 

2 BUILT-IN EQUIPMENT (SITE) 

3 MOVABLE EQUIPMENT 
SERIAL NUMBER 
VENDOR NAME OR NUMBER 
MANUFACTURER NAME OR NUMBER 
MAKE OR BRAND 

MODEL NUMBER 
OWNERSHIP OF EQUIPMENT 

1 LEA-OWNED N 

2 MUNICIPALLY OWNED 

3 AUTHtolTV-OWNED 

4 OTHER PUBLIC OWNERSHIP 

5 NONPUBLICLY OWNED 

6 SHARED OWNERSHIP 
9 OTHER 

PHYSICAL LOCATION OF E^lUIPMENT 
ORGANIZATIONAL RESPONSIBILITY FOR EQUIPMENT 
RESPONSIBLE INDIVIDUAL 




/ 
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, Definition 
page number 

• 79' 
79 
79 

79 . 
• 79 
79 
79 
80. 
80 
80 
80 
80 
NO 
80 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 

81 ' 
ND 
81 
81 

82 



— EQUIPMENT A CQUISITION AND COST INFORM A TION — 



415 NEW OR USED AT TIME OF ACQUISITION . 82 Vs - 

1 NEW NO 

2 USED, SURPLUS . > • 82 

3 USED, NONSIJrPLUS ' - 82 
,416 METHOD 0.F EQUIPMENT ACQUISITION 82 

1 PURCHASE , 82 

> " 2 LEASE (RENT) 82 

• - 3 LOAN . 82 

4 GIFT . 82 

5 EXCHANGE 82 
O 6 iBOUNDARY CHANGE AO 

•ERIC . ^ . ' ' ^ 



t 
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Reference Data-Item Name; , . Definitioh 

number Data-Entry Code and Name page number 

400 Series: EQUIPMENT— Conrmiie^ 

7 CONSTRUCTION BY LEA PERSONNEL 82 

' 9 OTHER » ND ' 

417 DATE OF EQUIPMENT ACQUISITION ^ 82'* 

418 COST OF EQUIPMENT ACQIJISITION 8)2 

419 ANNUAL COST OF EQUJfl^NT LEASE 82 

420 TERM OF EQUIPMENTI^SE ^2 

421 SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION 83 

422 NUMBER OF UNITS (EQUIPMENT UNDER GROUP CONTROL) . 83 

423 UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) 83 

1 SINGLE ITEM ND 

2 PAIRS " ND 

3 SETS ND 

4 KITS ND 

424 AVERAGE UNIT COST (EQUIPMENT UNDER GROUP CONTROL) 83 

425 EXPECTED USEFUL LIFE OF EQUIPMENT 83 

426 DEPRECIATION METHOD 83^ 

427 BOOK VALUE OF EQUIPMENT 83 ' ' 

428 MARKET VALUE OF EQUIPMENT ' 83 

, 439 METHOD OF ESTIMATING MARKET VALUE 83 • 

1 APPRAISAL 83 

2 SALE PRICE , .83 

3 OFFER TO PURCHASE . 83 
9 OTHER )( ND 

. 430 REPLACEMENT tOST Of EQUIPMENT .83 

431 METHOD OF ESTIMATING REPLACEMENT COST 83 

I BID OR QUOTE " 83 

9 OTHER . ND 

432 INSURED VALUE OF EQUIPMENT 83 

— EQUIPMENT REPAIR AND MAINTENANCE INFORM A TION — " 

433 CONDITION OF EQUIPMENT 84 

434 MAINTENANCE ^SCHEDULE 84 

1 ANNUALLY . ND 

2 . QUARTERLY ' , ND 

3 MONTHLY ND 
"4 WEEKLY ' ND . 

5 AFTER EACH USE ' ND 
9 OTHER • ND 

435 EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE 

WORK PERFORMED > 84 

1 REPAIR ' 84 . 

2 REBUILD . ' • . ■ 8^,^ 

, 3 MODIFICATION *84 ' - 

4 MAINTENANCE ,Ao 84 ' 
9 OTHER / 4 0 fID 

* 436 DATE EQUIPMENT REPAIR OR MAINTENANCE WORK COMPLETED 84 



CLASSIFICATION OF PROPERTY DATA ' 39 ' / 

Reference Data-Item Name; ' •» ^ ^ •Definition " 

number • Data-Entry Code and Name . • - /' ' Pa«e number . 

437 COST OF EQUIPMENT REPAIR OR MAINTENANCE.WORK . *84 

438 EQUIPMENT WARRANTY EXPIRATION DATE 84 



— DISPOSITION OF EQUIPMENT - 

439 REASON FOR EQUIPMENT DISPOSITION ' \^ 84" 

1 ' TETCHNICAL OBSOLESCENCE • 84 

2 NO LONGER SERVICEABLE ' 84 

3 -NOT COST EFFECTIVE - 84* 
. 4 THEFT OR VANDALISM AN 84 

5 CASUALTY LOSS 84 

,6 END OF LEASE 84 

7 LOAN RECALLED 85 

• ' 8 NO LONGER NEEDED BY LEA ND 

V 9 OTHER ND 

440 ' DATE OF EQUIPMENT DISPOSITION 85 

441 • METHOD OF EQUIPMENT DISPOSITION 85 

1 SALE ' , ' , , 85 

. 2 LOSS BY THEFT w. "^85 

3 GIFT - ^ '85 

4 RETURNED TO LENDEk OR LESSOR ' 85 

5 SCRAPPED " 85 

6 TRADE-IN . 85 
9 - OTHER ND 

442 NET PROCEEDS FRQM EQUIPMENT DISPOSITION 85 

443 RECEIVING FUND FOR EQUlt»MENT DISPOSITION PROCEEDS 85 



ERJC 
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Chapter 5 

DEFINITIONS OF PROPERTY DATA 



. This chapter contains the definitions of the prop- 
erty-data items presented in chapter 4. A descrip- 
tion of the classification and numbering system for 
these terms is presented in the introductory section 
of chapter 4, p. 21. 

Same of the data items- and definitions in this 
chapter Ure also dealt with in chapter 6, MEA- 
SURES RELATING TO SCHOOL PROPERTY. 
Such data items relate to units of measure, such as 
cost, capacity, and floor area. The definitions in 
chapter 5 should provide a basic.understanding of 
these terms, and the a4ditional information in 
chapter 6 should aid in more precisely defining 
these terms for data-collection purposes. All defini- 
tions in this chapter that are supplemented in 
•chapter 6 are noted by the parenthetical expression 
"(See p. OeO in copter 6)." ^ 



100 SERIES: SITES 

A site is a piece of land -and all improvements' to 
it other than buildings.^ 

The following set of data items are designed so 
that data on each site addition can be recorded 
separately from data on the^riginal site and other 
site additions, if so desired. Also, Ihc following data 
items will accommodate information on sites 
owned, leased, controlled, or otherwise used by 
LEA'S. • N 

When recording data that may change from time 
to time, inclusion of the data-collection date may be 
useful. Users can then determine the timeliness of 
the data. (See items 108 and 127 for examples of 
such data.) * j * 



' Data item 1 29 pn p.46'providcs a definition of "site improve- 
ments.** , 

^Definition of a "building** js on . ' 



Name and Definition of Data Items and Entry Codes 

Reference 

numbep Data-Item Name and Definition; Data-Entry Code,^Name, and Definition 

100 Series: SITES ^ ' 



— SITE IDENTIFICA TJON — 

101 SITE NUMBER — A humerical designation of a site. * 

102 SITE ADDITION NUMBER — A numerical designation identifying^ site as either an origi- 
nal site or an addition to a site. Site additions are numbered in the order they are acquired. 

"The following codes are suggested: » 

0 ORIGINAL 

1 FIRST ADDITION 

2 SECOND ADDITION 
. . . (ETCO ^ 

103 SITE NAME — Name of site, if any^ ^ ^ ^ 

104 SITE LOCATION — The street address of a site or the best available description of its loca 
;tion. 
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, ^ PROPERTY ACCOUNTING 

Reference 

\, Data-Item Name and Deffhition; Data Entry Code, Name, and Definition 

.iOO^r^s: SUES ^Continued * 

— GENERAL DESCRIPTIVE INFORMATION -A " 

105 AREA OF SITE — The total number of developed and undeveloped acres (hectares) in a 
site to4he nearest tenth, including areas occupied by buildings, walks, drives, parking facili- 
ties, and other improvements' to site. If a school uses more than one piece of land, the area 

* * may be |he sum of the acres in tlje several pieces, or a separate record may be created for 
each piece. , , ^ ^ 

106 OWNERSHIP OF SITE - A de^gnation of the agency or hihcv entity owning the site. The 
following codes are suggested: 

1 LEA-OWNED — owned by the LEA or under it? control through a contract to 
purchase. • ^ 

2 MUNICIPALLY OWNED — owned by a municipal unit of government (not the 
# unit operating the schools) and used for LEA purposes. 

3 AUTHORITY-OWNED — owned by a public school housing authority, used for 
V LEA purposes. 

4 OTHER PUBLIC OWNERSHIP - owned by a county. State, Federal, or other 
governmental agency and used for LEA purposes. 

5 NONPUJBLICLY OWNED — other than publicly owned, and used by an LEA or 
under its jurisdiction for LEA purposes. 

6 SHARED OWNERSHIP — owned by two or more agencies, public or private. 
9 OTHER ^ 

107 /SPECIAL DEED RESTRICTIONS — A brief summary of any reversion clause conditions 
given in the deed, or of any other special restrictions on use of the site. 

PRINCIPAL USE OF SITE — The primary purpose for which a site is currently used, 
whether improved or vacant. The following codes are suggested: ^ 

1 EDUCATION — used primarily for instructional purposes, or purposes vt^hich 
support the instruction function. * ■ ^ 

2 COMMUNITY SERVICES — used primarily for noninstrucjiQnal services pro- 
* vided by the LEA to the community, such as recreation or health services. 

3 INVESTM^P — held primarily in anticipation of gain' from a future sale; or 
rented or leased. 

4. NOT IN USE — used neither by the LEA- nor any other education agency or com- 
' V. munity organization and not held for investment purposes (see data entry 3 above). 

9 OTHER . / 

/ 109 CAPACITY OF PAVED PARKING AREAS ON SITE -~ The total number of vehicles 
that can be parked on all paved parking areas on the site iinder normal conditions (without 
crowding and allowing for normal access and egress). Capacity should be determined based 
on the type^of vehicle normally parkeci in each paved area (auto, bus, etc.). Parking areas on . 
streets should not be counted. r 

,1 10 CAPACITY OF UNPAVED PAflKING AREAS ON SITE - The total number of vehicles 
that can be parked on all unpav^d parking areas on the site under normal conditions (whh- 




O ^Ownership of land for the purpose of investment is legal in some states and not legal in others. 



DEFINITIONS OF PROPERTY DATA . / \ ^3 

Reference 

number. Data-Item Name and Definition; Data-Entry Code, Name, and Definition* 

I ■ f ' ■ • 

out crowding and allowing nornSal access and egress). Capacity should be determined based 
on the type X){ vehicle normally parked in each unpaved area (auto, bus, etc.). Parking areas 
on streets or roads should riot be counted: 

1 1 1 CAPACITY OF AVAILABLE PARKING AREAS OFF SITE — The estimated total num- 
ber of vehicles (typically automobiles) that can be parked in areas not 6wned,^ase'd, rented, 
or otherwise controlled by the LEA, but are parked near this site and are available to LEA 
students or employees. Parking areas on streets -should not be counted. 

1 12 EASEMENTS — A description o/ the type of easempnts that affect a site, including agree- 
ments allowing other parties to use LEA sites and agreements allowing the LE^ to i^e the 
sites of others. ^ 

— STRUCTURES^AND SPECIAL AREAS 01^ SITE — 

NOTE — Data items 1 1 3 through 1 15 apply to each separate type of structure or speciaj area. For exam- 
ple, should a site contain two baseball fields, it is possible to account for both with one set of entries: data 
item 1 13 would be 02 Baseball Fie'ld, data item 1 14 would \\q 2 (for two fields), data item 115 would show 
the participant capacity of the two fields, and data item 1 16 would show the combined seating capacity 
of the two fields, if any. It is also possible to account for each baseball field separately by conjpleting data 
items 1 13, 115, and 1 16 twice* once for each field, (Data item 1 14 would be unnecessary in this case, since 
it would always be "one.") 

\^ 

1 1 3 TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL AREA ON SITE -r 

Any structure other than a building or part of a building (buildings are accounted for in the 
200. Series); any area requiring special design, arrangements, or construction" for the pur- 
pose for which it is used; or, any area whose use is limited by unique features or characteris- 
tics that can be used for educational, recreational, or community purposes and is located on 
a site owned, leased, rented, or otherwise controlled by the LEA. The p\irpose of this data 
item is to classify structures and areas according to design or physical characteristics, not 
according to current use. Thus, an open field used for occasional football games would not 
be recorded as 01 Football FieH, but either as 04 Multipurpose Field or 22 Unpaved Play- 
ground. Or, it might not be recorded as a special area at alj if it is not used very often. 
Below are listed some 'of the more common structures and special areas. The accompanying 
codes are su^ested: ^ 

01 FOOTBALL FIELD — an area constructed exclusively tor football. 

02 BASEBALL FIELD — an area constructed exclusively for baseball. 
' 03 SOCCER FIE^D — an area constructed exclusively fo;r^cer. 

04 MULTIPURPOSE FIELD — an area constructed to ^commodate two or more 
, activities, such as those in data entries 01-03. 
. 11 BASKETBALL COURT — an area constructed exclusively for basketball. 

12 VOLLEYBALL COURT — an area constructed exclusively for volleyball. 

13 TENNIS COURT — an area constructed exclusively for teYinis. 

14 HANDBALL COURT — a structure constructed exclusively for handball. 

15 MULTIPURPOSE COURT — a strugture constructed to serve alternately tv^oor 
more activities, such as those in data enterics 11-14. 

21 PAVEDPLAYGROUND — a paved area not designed for specific court games (as* 
in data entries 1 1-14) but meant for individual or group-play activities. 



44 ^ PROPERTY ACCOUNTING 

Reference 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

1 00 Series: SITES — : Continued 

* ♦ ' ' <f 

22 UNPAVED PLAYGHOUND — an unpaved area used primarily during school 
hours for recess or play periods. It is usually smaller than a multipurpose field 
(04), accommodating small group activities such as kickbali, dodgeball, ojf tag, 
rather than, team sports requiring niore space such as football or softball. 

23 PRESCHOOL PLAYGROUNU — an area constructed especially for pjlschool- 
aged children. SuchT areas are typically fenced and contain play equipment 
suitable for'preschool children. 

31 TRACK AND FIELD AREA — an area constructed to accommodalte most or all ^ 
of the sports activities associated ^ith track and field, such as foot racings high- 
jumping, pole vaulting, longjumping, and discus and javelin throwing. 

32 RUNNING TRACK — an area arranged or constructed to accommodate /oot 
racing, jogging, or other, running activities; this area is not constructed to ac- 
commodate the othq;^^ctivities associated with track and field events. 

33 OBSTACLE COURSE — an area, usually consistingvpf several special structures, 
items pf eiquipment, and/or special site features (him, streams), constructed for 
the purpose of exercise^hrough a number of running, jumping, climbing, and 
similar activities. ^ 

34 ARCHERY RANGE — an area constructed forj archery activities. 

35 RIFLE/SHOOTING RANGE — an area constructed for the firing of firearms. 

36 ^ SWIMMING POOL — a structure constructed for dimming and diving 
activities. ^ * * 

37 WADING POOL — a structure constructed for waditig activities, usually for 
small children. 

38 DRIVER TRAINING R"^^^— an area designed for driver training an(}/or 
testing. ^Bs, 

39 ICE RINK — an area constM^td for ice skating. ^ 

41 * OUTDOOR CLASSROOM — an area or structure (excluding buildings) th^ 
can accommodate instruction activities in a classroom format; examples of such 
instructional activities are art activities or nature/ ecology activities. 

4Mi||;CAMPSITE — an area designed for camping activities. 

43 ^^AGRICULTURAL AREA — a desigfnated area for growing food or learning 
about other agricultural activities^. ' • 

44 ANIMAL HUSBANDRY AREA — an area containing certain structures or 
' equipment pertaining to animal husbandry, including pastures, stock pens, or 

other enclosures other than buildings. 

45 HORTICULTURE/ ARBORICULTURE AREA — a|grea designed to grow or 
display various species of plants and trees for^educati^al purposes. 

99 OTHER STRUCTURE OR SPECIAL AREA — any str icture or special area not 
given above. 

114 NUMBER OF.STRUCTURES OR SPECIAL AREAS OP AGIVENTYPE-Thenumber 

of structures or special areas of the type indicated ip data item 113 and on this site. This 
data item may be eliminated from the site record if each individual structure or special area 
is recorded separately (see NOTE preceding data item 113 for an explanation of this). 



\ 
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Reference • * 

number Data-Item Name an<l Definition; Data-lEntry Code, Name, and Definition 

1 15 PARTICIPANT CAPACITY OF STRUCTURE(S) OB SPECIAL AREA(S) - The num- 
ber of individuals who Can use this stri cture or special a^rea at one time, under* normal con- 
ditions. Where spectators may be involved, especially in* athletic events, exclude spectator 
capacity and record iHn data item 1 16. 

116 SPECTATOR CAPAplTY OF STRl CTURE(S) OR SPECIALAREA{S) -^ The number 
of individuals who can be; acconwnoilJLted in a normal fashion for the purpose of watching 

^^^SrTevent or activity taking place within this structure or special area. This will typically apply 
/ to those structures or spec&l area* involved with sports. ^ ^ 

. ^ ^ STRUCTURES OR SPllCIAL AREAS OFF SITE 

NOTE Data items 1 17 through 120 apply to structures (excluding building^) or special areas that are 
used by the LEA for educational, recreational, or cohimunity purposes; but are on a site that is not owned, 
leased, rented, or otherwise controlled by the LEA "(su* as the tennis courts in a city-owned park or the 
football field at a neighboring college). Information about such structures or special areas should be 
recprded along with the information about th^ site^ tojjhich they are most directly associated or from 
which they ar^^ost often used. Such .information should be recorded only once, 

TYP? OF STRUCTURE (EXCLLWDINp BUILDINGS) OR SPECIAL AREA OFF SITE 

Any structure dtl^ than a building or p^rt of a building (buildings are accounted for in the 
200 Series); any area requiriiig special design, arrangements, or construction for the purpose 
for which it is used; or, dhy ^rea which is limited in use by unique featur^ or characteristics, 
which is not located on a site owned, leased, rented, or otherwise contrpUed by the LtA. 
The purpose of this data is to classify Stnictures and areas according to^jjesign or physical 
characteristics, not According to current us^Thus, an open field used fop occasional foot- 
ball games would not be recorded as 01 Fdotball Field, but rather as 04 Multipurpose Field 
or 22 Unpaved Playground. Or, it might not be recorded as a special area at all if it is not 
used very often. ' • . 

Jhe sanie codes and definitidns presented in data item 1 13 may be used here, t 

NUMBER OF STRUCTU R ES OR SPECIAL AREAS OF A GIVEN TYPE - See the defi- 
nition for data item 114..,. 

PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) — See defini- 
tion for data^ item 1 15. » ^ 
SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) - See the defi- 
nition for data item 1 16., 
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— 5/r£ A CQUISITION-A ND COST INFORM A TION — ^ 

* 121 . " METHOD OF SITE ACQUISITION — The means by which a site^r site addition was ob- 
, tained for use%y an LEA. The following codes are suggested: 

PURCHASE — obtained in exchange for cash or other valuable consideration, 
except property. « 

LEASEXRENT) — obtainedfrom the owner for a fixed period of time in consider- 
ation for periodic cash payments. Lease/ ptirchase is included here until purchase 
is complete. ' . >v ^.^T 
LOAN — obtained for temporary use, either at no cost or for a token amoupt.. 
GIFT — obtained permanently without xompensatkm^ 



3 
4 
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Reference ^ ^ \\ ^ 

number Data-Item Name and Defini^n; Data-Entry, Code, Name, and Definition 

100 Series: SITES — Continued 

' 5 PROPERTY EXCHANGE — tradedlor another ?ite or item of property. 

6 BOUNDARY CHANGE — appropriation.of a site through the-expansron of LEA 
boundaries, including annexation, consolidation^ or reorganization. 

9 OTHE^ , ' 

122 ' DATE^F SITE ACQUISITION — ^he date ^ site or site addition was obtained by the LEA, 
expressed in month-day-year fashion. For leased or rented property, the date is that on which 
the lease or rent began. . . ' . . * 

123 COST OF SITE ACQUISITION —.The original purchase pHce paid by the LEA for land 
and all improvements to the land existing at the time of purchasWplus all costs related to 
acquiring title to the site. (See Cost^f Site Acquisition In.chapter 6, p. 93i) 

124 ANNUAL COST OF SITE LEASE — The tot^l lea^ cost or rent, in dollars, for a 12-month 
period. ' , 

125 TERM OF SITE LpASE — The period fbr which a lease is in force, expressed in^j^rs, 
months, or a combination of both^ - 

126 SOURCE OF FUNDS FOR SITE ACQUISITION - The agency, governmental orother- 
wise, which appropriate the money used to acquire, lease, of rent a site. This data4tem 
should be compatible with the source df lunds dimension u^ed ii\ the LE)\'s flnanciial 
counting system. There may be more than one source of fundsffor a given aomis^tion. 

127 MARKET VALU£ bF SITE ~ The apprabed or^stimated doHarlvaW^for whi^ a sit^tjui^-.^ 
y rently could be sold. A recent purchase ^r' sale. price- of & similaj item wouki^fbe'ji gooa^' 

approximation. * . ' T ^ " \ ^ 

128 METHOD OF ESTIMATING MARKET VALUE — the n^eans by which a clirrent marR|f , 
value is ej^pblished. The following codes are sugg^ted: ;/ * ' : 

1 ^ APPRAISAL — a judgment of value by<a person' trained_^r^experienced in det<;r^^ 
mining property values. '* \ i^, , ^ * * ^ 

4 2 SAlx PRICE — the price at which a similar sife was sold. * ' : * 

3. OFF*JR TO PURCHASE — a legal document Representing an offer to purchase 

. \yU Sl^E II^ROVEMENT INFORMATION --^ • ^ 

NOTE — Data items 129, pO, an<!rl31 apply to each separate site improvement added to a site after the 
site was acquired by the LEA. All three da(a items should be completed fbr each such site improyement 
that significantly alters th^ite^ K^sigjiificant cost to the LEA, or causes any of the data in the property 
' accounting system to ch^ng^. *V ' - 

This section also may be used {o, rcM^d ^information on improvements present at the time the site was 
acquired, and to record information ^ LEA-financed improvements to sites not owned by the LEA (off 
site improvements). * 2 ' ' 

s 129 NATURE OF SITE IMPROVEMENT — A description oflhe type of improvement madfe to 
a sife or sitc'addition.^ Iii^provements consijt^of work performed upon the site and its adja- 
cent ways after acq^^tn^by thle LEA, including grading, landscaping, seeding, and pMnt- 
^ Q • • ing of shrubs and tree&^lconstruCting uew sidewalks! roadways, overpasses, retaining walls, 

^ . - . ' - ■ 5o : -^' ■ . .. , . • 
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Reference ' * j^t 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

sewejs, and storm drains; installing^ water mains, field hydrants 'and sprinkling systems, 
and outdoor drinking fountains; original s^fa<:lhg and soil treatment of athletic fields and 
tennis courts; furnishing and JnstalljogTor the first time playground or playing-field ap- 
paratus built into the grounds, flagpoles, gateways, fences, And underground storage tanks 
th§kare not parts of building service systems; and demolition work. 

Excavation, fill, orpackfill necessary for construction of buildmg are not site improvements. 
Outdoor service systems serving the site are site iniprovements. Outdoor or undergrounjd 
. parts of building service systems, suclMs tanks, water mains, sewer mains, and electrical 
poles and lines, are not recorded as site improvements, but rather as part of the building. 
X)ff site improvements necessitated by improvements made on the site, such as installing 
sw/^wer lineS and building roads, should be recorded as ^ite improvements. 

All structures and maay of the special areas classified in data item 1 13 fall within the defini- 
tion of a site improvement. As each such structure or special area is added t,o a site, it should 
be recorded in data items 1 13 through 1 1,6, and the relevant cost data should be recorded in 
di^ items 129 through 131. ^ 

130 DATE OF SITE IMPROVEMENT The date, in month-day-year form, on which an im- 
provement to ^ site was completed or work wks permanently discontinued. • 

131 COST OF SITE IMPROVEMENT — The cost, in dollars, oy an improvementmade to a site. 
^ Assessments for site improvements made by other governmental units are included. (See 

Cost of Site Improvehient in chapter 6, p. 93 .) 

The cost of off site improvements necessitated by improvements made on the site, such as 
installing sewer lines and building roads, can be recorded here. They should be identified as 
^ off site improvements in data item 129 Nature of Site Improvement. 



— SIT^ MAINTENANCE INFORMA Tj 

NOTE — In addition to recording maintenance information, the following three data items may also be 
used to record information on such activities as soil samples, topographic surveys, and boundary surveys, 
whenever such activities are not directly associated with the design and construction of a building. 

132 EXPLANATION OF SITE MAINTENANCE OR OTHER WORK PERFORMED -The 
type of work performed on a site, other than site improvements or work done on a building. 

133 DATE SITE MAINTENANCE OR OTHER WORK COMPLETED ^ The date on which 
site maintenance work was completed, in month-day-year form. 

134 COST OF SITE MAINTENANCE OR OTHER WORK — The cost of site maintenance or 
other work performed, expre^d in <iollars. 

— DISPOSITION OF SITE — 

NOTE — Disposition data are typically not part of active site files, but should be made part of historical 
site files. - 

135 AREA OF SITE DISPOSED — The area of a site that has been disposed of by an LEA, 
^ „ usually expressed in acres (hectares) to the nearest tenth or hundredth. * 

136 REASON FOR SITE DISPOSITION — An explanation for the disposition o(^a site. The 
following codes are suggested: 

1 NO LONGER USEFUL. 

2 END OF' LEASE termination of lease agreement 



Reference ^ 
nuinber Data-Item Name and Definition; Data-Entry Code, Name, and Definition 



temporary use of site terminated 

- The date on which the disposal of & site was completed,. 
The means by which a site is disposed. Tjie follow- 



100 Series: SITES — Continued 

, ^ 3 LOAN RECALLED 

9 OTHER 

137 DAJE OF SITE DISPOSITION - 

^xpressed in month-day-year form. 

138 ^ METHOD OF SITE DISPOSITION 

ing codes are suggested: 

1 SALE — released for cash or other valuable consideration. ' 

2 GIFT — released without receiving payment or other consideration. ^ 

3 RETURN TO LENDElJ OR LESSOR — released to the entity that ori^nally 
donated, leased, or rented the site to the LEA. * ^ 

9 OTHER , 

139 NET PROCEEDS FROM SITE DISPOSITION — The dollar value received from the dis- 
posal of a site or part of a site. ' ♦ 

140 RECEIVING FUND FOR diTE DISPOSITION PROCEEDS - The fund into which 
•^proceeds from disposal of a site are deposited. This data item shduld be compatible with th^ 

source of funds dimension used in the LEA's financial accounting system. There may be 
,more than one,receiving fjund for a given disposal transaction. 




Other Potentially Useful Site-RelSled Data Items 

The following list has been included as a source of idAs for developing additional data items for a site 
information file. This list is not exhaustive; other possibilities exist. 

GRANTOR (former owner .of site) 
TYPE OF DEED 
DATE OF DEED 
DATE DEED RECORDED 
AGENCY WITH WHICH DEED IS RECORDED ^ 
DEED BOOK INFORMATION (book no., page no., entry no., etc.) 
BOARD LEGISLATION RESOLUTION NUMBER (approving the acquisition) 
DATE'OF BOARD RESOLUTION (approving the acquisition) - t 
Z0I5IING IN^RMATION 

ENVIRONMENTAL IMPACT STATEMENT ' [ ^ ' 



200 SERIES: BUILDINGS 

A building is one continuous enclosed structure 
that may or may not be connected with other 
structures by passageways. It includes the struc- 
ture Itself, together with all plumbing, sanitary, 
heating, ventilating, mechanical, and electrical 
systems in the structure, and all built-in equip- 
ment»* 



<Built-in equipment is defined in chapter 7, p. 99 . 



Structures connected by passageways may be 
counted as one building or -more than one build- 
ing, at the discretion of the LEA, except where law 
or regulatiqns set forth a specific requirement re- 
garding the treatment of connected structures. 

It is important to note th at th ^jepns building 
and school are not interchangeable a3 defined in 
this handbook: a building is a structure, while a 
school is an organizational concept. A school 
is a division of the LEA consisting of students 
comprising one or more grade groups or other 
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identifiable ground, organized for the purpose of from information on the main building, if so de- 
learning, A school may be housed in one or more sired. Also, the following data items will accom- 
buildings; convers'ely, a building may house one modate information on buildings own^d, leased, 
or more schools, ^ controlled, or otherwise used by the LEA's. 

The following set of data items can be used to When recording data that may chaise from 

record information on both existing buildings and time to time, it may be useful to also record the 

buildings under construction. Information on date on which the data w^ collected. Users can 

building additions 'can , be recorded separately then determine how timely the data are. 

Reference 

number Data-Item Name and" Definition; Data-Entry Code, Name, and Definition 
200 Series: BUILDINGS 

— BVILDING IDENTIFICA TION — 

201 BUILDING NUMBER — A numerical designation of a building. ' 

202 * BUILDING ADDITION CODE — A numerical designation identifying a buil(ting as either 

an original* building or ^^addition to a building. Building additions are numbered in the 
Order they are constructed. The' following codes are suggested: 

0 ORIGINAL BUILDING 

1 FIRST ADDITION 

2 SECOND ADDITION, etc. ^ • 

203, BUILDIInIg NAME - Name of building, if any. . 

204 SCHOOL OR OTHER OPERATIONAL UNIT NAME The name of the school or other 
operatiomrfunit within the LEA to which the building belongs or is^assigned. An "operational 
unit" is a division, department, or other subdivision of the LEA organization, such as the 
Data-Processing Department or Maintenance Department, This applies not only to build- 
ings owned by the LEA, but also to buildings leased, rented, or otherwise controlled by the 
LEA. If a building is assigned to two or more schools or to two or more operational units 
within a school, so indicate. ^ 

205 SCHOOL OR OTHER OPERATIONAL UNIT jSIUMBER — A numerical designation of! 
^ Mhe school or other operational unit within the LEA to which the building belongs' or is as- 
signed. See the discussion in data item 204. 

206 BUILDING iOCAtlON — The street address of the building or best available despription 
* 'of its location. * ^ 

— GENERAL DESCRIPTIVE INFORMATION — 



207 TYPE OF^ BUILDING DESIGN — The primary purpose or use for which a building is 
currently designed or physically arranged, as determinted by the size and configuration of 
rooms or spaces within the building, types of mechanical and electrical systems, ^nd types 
of built-in equipment, regardless of the current use of th^ building. 

• ^ 

N0T5'— For more detailed information on the design features of a building, information about spaces 
(rooms) may be used. See the 300 Series, p. 66* " , 

The following codes are suggested: - " ' 

01 GENERAL EDUCATION BUILDING — can accommodate instruction, instruc- 
4 / tion-support, and administration functions at the same tkne. Accommodations 
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number pata-ltem Name and Definition; Data-Entry Coc^, .Name, and4Definition 



200 Series: BUILDINGS'^— Continued 



02 



03 



04 



05 



10 



ir 



12 



13/ 



14 



15 



16 



17i 



18 



for libraries, cafeterias, auditoriums,*gymnasiums, and other such service areas 
may or may-not be availaj)le. Grade levelsjmay be shown in data^item iZlO. 

INSTRUCTION BUILDING — can priWril^'Sc^nimodate instruction/ learning" 
«cf(vities of any types. Instrliction-support functidns may or may not be accom- 
modated. Buildings that are desiene d-for both instruction and administration 
should be coded 01. Grade levels may b^'^own in data item 210. 

ADMINfSTRA^^ION BUILDING — can prilnarily accommodafe administrative 
activities. Rooms are typically of office^si?e^ shape *and arrangement^ • 

LEARNING RESOURCES BUILDING can primarily accommodafe learn- 
ing resource services, having such features as space for the display and storage 
of books, filn^p, records, etc., and areas for reading, viewing, listening, and/ or 
study. ^ . 

ATHUEIIC BfllLDi;NG — can primarily accommodate athletic activities, in- 
cluding stf4i structures as free-standing gymnasiums,* field house^/stadiums (the 
roofed and enclosed portions only), and enclosed tennis coyirts. 

AUDITORIUM BUILDING — arranged iita theater-like fashion, wi^i a. stage 
or podium area as a focal point and seats, benches, or other fixed seating ac- 
commodations radiating outward toward the walls^of the building. ^ 

FOOD SERVICE BUILDING ~ can primarily accommodateiood service ac- 
tivities, including at least food preparation ag^or storage. Accommodations 
for eating purposes may or may not be availanje. . 

r MECHANIC AL'SER VICES BUILDH^^^ -~ can primarily accommodate mechani- 
cal services, such as heating,^oling, or^ water treatment. 

^VEHICLE GARAGE — can primarily accommodate the storage of vehicles and/ or 
vetjiicle repair functions, • \ ^ . 

MAINTENANCE Bl^ILlilfiJ^ — can primarily accommodate miinjtenance serv- 
ices other than to vehicles. This includes both movable and built-ik Equipment as 
well as electrical, mecfUnical, life safety, and environmental systems that are part 

. of this or other buildings. ^ ' * 

WAREHOUSE BUILDING — is arranged to sccve primarily as a storage\uildin^ 
for any type of material or equipment except vehicles. For vehicle storage, use data - 
entry 12 Vehicle Garage, ^' - \ 

MULTIPURPOSE SUPPORt BUILDING — can accommodate some Combina- 
tion of services or functions, excluding instruction, ^ ^ 

DORMITORIES AND .OTHER GROUP LIVING QUARTERS ^an be us&d 
primarily as living quarters by a number of people, such as dormitories, apartment 
houses, and duplex houses, », v. ' * * 

SINGLE fAMILY DETACHED LIVING QtJARtERS ~ can ^e used primarily 
for liying quarters by no more than one family or a limited nunjber of rooiftmates. 
This includes houses owned, leased^ rented, or otherwise controlled by the LEA. 
Condominium units and apartments are Recounted for in d^ta entry 18 below. ' 
Du[\lexes^re accounted f^r indata entry'^16 above, ' 

SlNGIJbUi^ ApJd CONDOMrNIUMS — can be primarily used for 

living quarters by no more than one family or a limited number^f roommates, but 
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Reference , . 

number Data-Item Name and Definition; Data-Entry Code,* Name, and Definition 

is part of a larger building that is .not entirely owned».leased, or rented or other- 
wise controlled by the LEA. 

1 In this,special case, the living quarters should be treated as a building. Enter all 
^ pertinent data in all appropriate data items in the 200 Series. The use of data entry . 
18 in this data item will tell the user of the property accounting information that 
this apartment 9r condominiunx is part of a larger building tioTUnder the control 
of the LEA.* 

98 SHELL BUILDING — a building with few or no interior walls or partitions, largely 
unfinished on the interior, on which construction has been stopped, and for which 

particular interior design or plan has not been developed. Buildings under con- 
struction should be accounted for according to thftr design use. 

99 OTHER 

208 ^ PRINCIPAL USE OF BUILDING — The primary purpose for which a building is currently 
used, regardless of the design or physical arrangement of the building. ^ 

NOTE — 1^^^. SEA'S that have an interest in categorizing building use (as opposed to building 
design) slwld develop categories that suit their needs. Some LEA's and SEA's are interested in very gen- 
eral inforwtipn on building use (education, community use, investment, not in use), while others use 
iivformation on space (room) usage to arrive at building use. For some agencies, an indication of grade 
Uvels io the building is sufficient (see data item 210), while, forofhers, a detailed -breakdown similar to the 
design categories In data item 207 is useful. ' 

This handbook sets forth a very general approach for categorizing building use. For additional ideas, some 
LEA's and SEA's may wish to refer to.the classification of Functions in Handbook IIR (see appendix E for 
full bibliographic information). ' 
~> ' ' - ' . • 

The following codes are suggested: 

\, 1 EDUCATION used primarily for instructional purposes, or purposes supporting 

the instruction function. 

2 COMMUNITY SERVICES — used primarily for noninsjtructional services the LEA 

provides to the community, such as recreation or health services. • ' 

" * * * 

< ^ 3 INVESTMENT^ — held primarily in anticipation of gain from a future sale; or 

rented or leased. - ^ 

4 NiMT IN USE — used neither by the LEA nor any other education agency or com- 
munity organization and not held for investment. purposes. 

^ '9 OTHER 

209 AVAILABILITY OF BUILDING - The extent to which a building is available for use. The 
following codes are suggested: ^ 

1 FULLY OCCUPIED occupied ,by the LEA; little or no space available. 

2 \^ PARTIALLY OCtUPljED — occupied by the LEA, but additional space is avail- 
able fof use. * , 

3 • OCOJPIED-SCHEDULED FOR DISPOSAL OR RETIREMENT — partially 
t^or fully^occupied by the LEA, but scheduled for disposal, permanent retirement, or 

* ♦an. extended period) out of service within the coming y^ar. 

w-Pi^^- ^Ownership of buildings for investment purposes is legal in somc*States and not legal in others. 
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Reference v* 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 
200* Series: BUILDINGS ~ Continued 

4 ' VACA>IT, AVAILABLE FOR USE — unoccupied but available for use by the 
^LEA. 

5 'VACANT, NOT AVAILABLE FOR USE —^permanently retired, planned for dis- 
' posal, condemned, or otherwise not available for use. 

6 NOT AVAILABLE, LEASED OR RENTED — leased.or rented to another party. 
9 OTHER ^ ' ! 

GRADES IN BUILDING - A designation of the lowest and highest grades offered in build- 
ing. A suggested method for representing grades K through 6 would be to record 00-06. Any 
LEA, which desires more precise information on the grades offered in a building, may want tp 
list each grade housed. In any case, the following codes are suggested: 




210 



211 



V 



00 
01 

12 
13 
14 

20 
30 
98 
99 



KINDERGARTEN 
FIRST GRADE 

^« ♦ f 

SENIOR YEAR (12TH GRADE) 

FRESUMAN IN* COMMUNITY/ JUNIOR COLLEGE (13T<H YEAR) 
SOPHOMORE IN COMMUNITY/JUNIOR COLLEGE (14TH YEAR) 
EARLY CHILDHOOD/PRESCHOOL ^ 
ADULT/COMMUNITY/CONTINUING EDUCATION 

yy^GRADED — no distinctfon is made regarding grade level. 

WROT APPLICABLE — . building not used for instruction. 



STUDENT CAPACITY OF BUILDING — The number of students that can be accommo- 
dated in the building for the school day according to existing State-approved standards, exclu- 
sive of multiple sessions. Student capacity of a given building is dependent upon existing 
standards or policies governing the j)peration of the school in question with respect to three 
major elements; student/ teachpr ratios, organization of the school, and educational program 
of the school. Once established, this figure' should be changed only when the standards or 
policies regulating the three elements are definitely changed or when there is a change affect; 
ing student capacity as a result of additions to, or remodeling of, a buHding. 

212 OWNERSHIP OF BUILDING — A designation of the agency or other entity owning the 
building. The following codes are suggested: 

LEA-OWNED — owned by the LEA or uj^Tder its contrbl throUgh a contract to pur- 
chase. * 

MUNICIPALLY OWNED — owned by a municipal unit of government (not the 
uni^t operating the schopls) and used for LEA purposes. 

AUTHORITY-OWNED — owned by a public school housing authority, used for 
LEA purposes. 

OTHER PUBLIC OWNERSHIP — owned by a county. State, Federal, or other 
governmental agency and used for LEA purppses. i 
NjONPUBLICLY OWNED'-^other than publicly owned, and used by an^^EA or 
under its jurisdiction for LEA purposes. . . 
SHARED OWNERSHIP — owned* by two or more^agencies, public or private. 
OTHER ^ 
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Reference 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

BUILDING ACQUISITION AND COST INFORMATION . 

213^ . METHOD OF BUILDING ACQUISITION — Th« meags by which a building was obtained 
forsuse.by an LEA. The following codes are suggested: 
\ ] CONSTRUCTION (BY CONTRACTOR) — all or the greatest portipn of the 

building constructed by an outside contractor or contractors. 
' 2 CONSTRUCTION (BY LEA PERSONNEL) — all or the greatest portion of the 
building constructed by LEA personnel. '\ 

3 PURCHASE — acquisition of an existing building in exchange for cash or other 
valuable consideration, except property. 

4 LEASE (RENT) — obtained from the owner for a fixed period of time in consider.a- 
tion for periodic cash payments. Lease/ purchase is included here until purchase is 
complete. ^ - - ♦ * 

5 LOAN — obtained for temporary use, either at no cost or for a token amount. 

6 GIFT — obtained permanently without consideration. 

7 ' PROPEl&TY EXCHANGE — obtained in exchange for another building or item 
of property. 

8 BOUNDARY CHANGE — appropriation of a buildingthrough expansion of LEA 
boundaries, including annexation, consolidation^ or reorganization. 

9 OTHER 



214 NAME OF GENERAL CONTRACTOR — The name of the ^general contracting firm that 
built the building, if a general contractor was involved. 

215 DATE CONSTRUCTION STARTED — Thedateon which construction of the building was 
started, expressed in month-year form. 

For older buildings and buildifigs acquired by the LEA after they were completed, this date is 
unimportant. " ' 

216 DATE CONSTRUCTION COMPLETED — The dateon which theconstructionof the build- 
ing was completed and/ or ready for occupancy, expressed in month-year form. Fbr older 
buildings or buildings- acquired by the LEA after they were completed and/ or ready for occu- 
pancy, an estimate will suffice. . ^ * / . ' 

217 COSTOF BUILDING ACQUISITION —ThetotalcosttotheLEAforacquiringabuilding, ' 
whether by construction, purchase,/Or other means. This includes cost of construction, cost 
for architectural and engineering services, cost for legal services, cost for educational con- 
.sultative services, and certain ipiscellaneous building costs. , . ' > 

If desired. Cost of Building Acquisition can be separated into its cost components for record- 
ing purposes. See chapter 6 for the following measures of cost: Cost of Building Acquisition, 
p. 9 1 ; Construction Cost of a Building, p. 90; Contract Cost of a Building, p. 90; Cost of 

• Architectural and Engineering Services^ p. '90; Costpf Educational Consultative Services, 
p. 92;^ost of Legal Services, p. 92; Cost of Building, Miscellaneous, p. 91. * 

218,. ANNUAL COST OF BUILDING LEASE — The total lease cost or rent, in dollars, for a 12- 
month period. ' ^ * - . . 

219 TERM OF BUILDING LEASE — The period for which a lease is in force, expressed in years^ 
Q months, or a coipbination of both, 
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Reference ^ * ^ ' 
number Data-Item J^lame and Definition; Data-Entry Code, Name, and Definition 

200 Series: BUILDINGJS — Contintied 

220 , DATE OF BUILDING ACQUISITION ^ The date on whici^a building was obtained for use 
by the LEA, expressed in ;nonth-day-year form. ?or leased or rented buildings, this is ihe date 
on which thV lease or rent began. ♦ 

221 SOURCE OF. FUNDS FOR BUILDING ACQUISJTION ^ The agency, governmental or 
otherwise, which appropriated the money used to Require a building (construct, lease, rent, 
etc.). This data item should be compatible with the source of funds dimension used in the 
LEA's financial accounting system. There may be more than one source of funds for a given 
acquisition. v ^ * » 

222 EXPECTED USEFUL LIFE OF BUILDING — Thenumber of years a bujWmglsexpected 
to fulfill its intended function. Useful life begins on the date of atqyisition (data item 220), 
and is often used as the period over which depreciation is calculated. 

. 223 DEPRECIArtlON METHOD —The method orfqrmula £pr calculating ^e'ann^ deprecia- 
tion amount of a fixed asset. Straight-line is a common r^^fed in education accounting (cost 
less estimated salvage value, divided by useful life, equals annual depreci^on) although 
other methods may be justified, depending on the circumstances. 

- 224 BOOK VALUE OF BUILDING — The value of ^e building ^s shown on the/owning agency's 
books. This is usually original cost less'depreciation when depreciation be determined. 

225 MARKET VALUE OF BUILDING — The appraised or estimated dollai/value for which the 
building currently could be sold. This primarily applies to felocatable buildings. A recent 
purchase or sale price of a similar item would be a good approximation. . » 

226 METHOD OF ESTIMATING MARKET VALUE ^ The means by which Cuftent Market 
Value is determined. The following codes are suggested: 

1 APPRAISAL — a judgment of value by a person trained or experienced in deter- 
mining property values. 

2 S.ALE PRICE — the price at which a similar building was.sold. ^ 

3 OFFER TO PURCHASE — a legal document representing an offer to purchase the 
building. 

* . 9 OTHER 

111 REPLACEMENT <%ST OF BUILDING — The cost, at current prices, to replace a building^ 
including its built-inTquipment yith material and equipment of like kind and quality, (See * 
Cost of Replacement, Buildings in chapter 6, p. 92 ) 

228 METHOD OF ESTIMATING REPLACEMENTCOST— The means by which replacement 
cost is determined. The following codes are suggested: - » 

f BID — bona fide quotation by a contractor. 

2 APPRJ^ISAL — a judgment by a person trained or experienced in determining 
construction costs. 

9 OTHER 

229 INSURED VALUE OF BUILDING — The dollar amount for which thetuilding and built-in ^ 
equipment are insured. ' - 

230 INSURED VALUE OF BUILDING CONTENTS - The dollar amount for which the building 
Q contents are insured. * * - - 
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Reference ' ' 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

— PHYSICAL CHARACTERISTICS OF BUILDING — 

231 EXTERIOR WALLS — Construction materials that Comprise a// o^^/wo^f of the exteriorwalls. 
Exterior w^lls are noribearing and are'attached to a Ibad-bearing portion of the structural sys- 
tem of the building. More than one data entry may apply, TJie following codes arc suggested: 

1 WOOD > - , 

. 2 ' BRICK VENEER — building blocks or units typically made of fired clay and set in 

T mortar or masonry celfient. * 

3 OTHER MASONRY — building blocks or units of material other than brick, such 
as concrete or stone, and typically set in mortar or masonry cement. 

4 ^ METAL ' 

M ^ PANEL WALL — a nonbearing wall built between columns in skeletpn construc- 

• tion and wholly supported at each floor; also called cttrtain walls and usually made 

of such materials as glass, gypsum, or plastics. ^ 

^ , 6 CONCRETE (POURED IN PLACE OR PRECAST) -a building unit made from 

poured-or precast concrete, in the shapjs^Fa slab rathef than a brick or block (con- 
crete blocks fall under 3 Other Masonry): * 

8 None — bearing walls are also ej^terior walls. * 
9 , OTHER' 

232 'FLOOR FRAMING — Construction materials that form the framing of all or most floors. 
More than one data entry may apply. The following codes are suggested: 

1 WOOD FRAMING — wood joists supporting \yoodsubfloor and a matched wood 
"V ^ finished floor. , ^ ' " 

2 CpNCRETE ON GRADE — poured concrefe,at grbund level.. 

3, WOOD ON STEEL — wood joists and subfloor supported by steel girders. 

• 4 CONCRETESLABON STEEL FRAMING — poured concrete supported by ^ecl 
girders or framing. - , 

5 CONCRETE SLAB ON CONCRETE FRAMING — poured concrete supported 
, ^ by precast concrete girders or framing. 

6 STEEL ON STEEL — steel plates or sheets supported**by steel girders or framing. 

9 OTHER {| 

233 FIXED INTERIOR WALLS {blVISION WALLS) — Primary c^nstrucrioir materials 
used for the fixed interior walls. More than one data^julrj^jjay apply, iue following 
codes are suggested: 

1 - WOOD FRAME 

2 . MASONRY — building blocks or units of material such as brick, concrete, or stone, 

and .typically set in mortar or masonry cement. 

3 METAL 
9 OTHER 
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Reference ■ 
plumber Data-Item Name and Definition; Data-Entry Code,^Name, and Definition \^ 

200 Series: BUILDINGS — Continued 

234 ROOF FRAMING — Constructionmaterialsthatareusedintheframmgpftheroof.Thefol- 
lowing codes are suggested: 

1. WOOD ' / 

2 STEEL ^. • s 

3 CONCRETE- ^ . 
'9 OTHER ' 

235 < ROOF DECK —That portion of the roof construction to which the roof covering or membrane 

. is applied and through which the loads on the roof are transmitted to the balance of the struc- 
ture. The following codes are suggested: < 
^ \ ' WOOD 

2 ' pTHER COMBUSTIBLE MATERIALS — combustible material other than wood, 

3 * METAL . 

4 OTHER NONCOMBUSTIBLE MATERIALS — noiicombustible materials other 
than metal. * " ' 

236 ROOF MEM»R ANE — Materials used to cover the roof deck. The following codes^are sug- 
gested: . . * v ' ' 

' I TAR OR PITCH " .N^ 

2 TILE 

^ 3 SLATE ^ , " 

4 METAL ^ 

5 PLAStlC 

6 WOOD SHINGLES ' 

7 ASPHALT SHINGLES . * 

8 ASBESTOS 

9 OTHER " , 

237 TYPE OF STRUCTURAL SYSTEM — The type of principal structure of the building that 
provides the* support of the building. The following codes ^re suggested: 

1 LOAD-BEARING WALLS — comprised completely oi primarily of walls that are 
an integral portion of the building and without which the building would not stand; _ 

. ^ such walls begin at the footings and support the floor(s) and/ or roof, as well as 
lateral forces. - * 

2 INFLATABLE — comprised of a flexible outer membrane supported by-intemal air 
pressure. ^ 

9 OTHER 

238 MATERIALS IN STRUCTURALSYSTEM— The primary type of materials comprising^he 
structural ^system of the building. More than one data entry may apply. The following codes 
are suggested: * ' 

1 . STEEL — type of construction which the load of the building is carried on a 
' , • steel framework*. • 

2 CONCRETE type ^instruction in which the load of th^building is carried on a 
reinforced concrete skeletoy or framework. 

'60 ■ * • . 
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Reference ' - . 

• number Data-Item Name and Definition; Data-Entry Code, Name, and'Definition 

- ' . '•*/'• • 

3 . LIGHT WOQD — type of construction in which the load of the building is carried 

on a framework of wood whose structural members are ofsmall dimensiijrts (e.g:, 

2X4's). ' " ■ , « ' i^'" ^ 

4v HEAVY WOOD —type of construction in which the load of the building is parried 
on a framework of heavy wood beams, either sohd or laminated. ^ 
OT|H(ER ^ 

239 MOBILITY Of BUILDING — The follp4ng codes are suggested: 

. 1 PERMANENT (IMMOBIE^ BUIlJoING.- a building designed for and con- 
stilcted on a specific site and not intended to be moved. 

2 RELOCATABLE BUILDING — *^a building designed and constructed so that it can 
be disassembled and transported to another location, or transported to another loca- 
tion without disassembling (self-propelled structures such as mobile classrooms are 
not movable buildings; they are classed as Vehicles and are accounted for in the 
400 Series as equipment.) 

240 GROSS FLOOR AREA OF BUILDING — The sum of the areas at each Hoor level included 
within the principal outside faces of exterior walls, neglecting architectural setbacks or projec- 
tions. Include all stories ot areas having floor surfaces with Qlear standing head room (6 feet 
6 inches [1.98 meters] minimum) regardless of their use. Include mezzanines, balconies, and 
library stack floors only to the extent of their actual floor area; do hot include unenclosed areas 

, , ^ under the first floor. Where a ground level or intermediate story, or part thereof, is left unen- 
closed, consider the gross area of the unenclosed story as the projected area of the story above. 
Exclude all unroofed areas and unenclosed r^fedrover spaces. Unenclosed roofed areas that 
hav^ b^en included in original cost contracts can be excluded on a computed or estimated 
balis for the development of comparative data of gross building areas and costs.^ (See Area of 
Building, Gross Floor, in chapter 6, p. 87 ). * ^ 

l>IOTp^~ Data items 241-245 deal with assignable'spaces only. If an LEA wishes^to establish data items at 
the building level for nonassignable spaces, data item 30^Type of Space provides a suggested categoriza- 
tion for such space. See data item 304 (data entries 2100-2900), p, 71. 

241 TOTAL ASSIGNABLE FLOOR AREA OF BUILDING — The total area in square feet 
(square meters) of all space available for assignnient to, or use by, building occupants to carry 
out their functions and responsibilities. Assignable space consists of regular instructional 
space, special instructional space, learning resources space, multiple-purpose space, sujjport 

/ * ^ space, and other assignable space.. See d^ta item 304 (data entries 1000, 1100, 1200, 1300, 
1400, 1500, and 1900) on p. 67 for definitions of these types of assignable^paces. Circula- 
xtion, custodial, mechanical, and structural spaces are considered nonassignalJ^^e spaces and ' 
are-excluded. See data item 304 (data entries 2000^2100, 2200, 2300, and 2400) o?Kp. 71 for 
definitions of these types of nonassignable spaces. See also the definition of Floor Area of a 
Sp^ce in data item 302, p. 67. 

242 TOTAL FLOOR AREA OF REGULAR INSTRUCTIONAL SPACE ~ The total area in 
square fept (square meters) of all regular instructional space in a building, including any ad- ^ 

* junct space opening into and serving regular instructional space. See*data item 304'(data 
entry 1 100) on p. 67 for the definition of Regular Instructional Space. See also the definition 
of Floor Area Of a Space in data item 302, p. 67. 
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J , PROPERTY ACCOUNTING 

Reference . 

number Data-Item Name and Definition; Data-Entry Code, I^^me, and Definition 
200 Series: BUILDINGS — Continued 

243 TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL SPACE — The total area in 
square feet (square meters) of all Jpgcial instructional space in a building, including any 
adjunct space opening into and serving special instructional space. See data item 304 (data 
entry 1200) on p. 67 for the definition of Special Instructional Space. See also the definition 
of Floor Area of a Space'in data item 302, p.* 67. 

244 TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE— The total area in square 
feet (square meters) of all learning resources space in a building, including any adjunct space 
opening into and serving learning fesources .space. See data item 304 (data entry 1300) on 
p. 69 for the definition of Learning Resources Space. See also the definition of Floor Area of 
a Space in data item 302, p. 67. 

245 TOTAL FLOOR AREA OF MUI^IPLE-PURPOSE SPACE, SUPPORT SPACE, AND 
OTHER ASSIGNABLE SPACE — The total area in square'feet (square meters) of all mul- 
tiple-purpose space, support space, and other assignable space in a building, including any^^ 
adjunct space opening into and serving such space. See data item 304 (data entry 1400) on 

' p. 69 for the definition of Multiple-Purpose Space, data item 304 (data entry 1500) on p. 70 
for the definition of Support Space, and data item 304 (data entry 1900) on p. 71 for the 
definition^ of Other Assignable Space. See also the definition of Floor Area of a Space in data, 
item 302, p.- 67. 

246 NUMBER OF STORIES (FLOORS) — The number of stories in a building*^ story is de- 
fined as a group of rooms on the same floor or level, or a floor consisting of one room, having^ 
clear standing head room of at least .j6 feet 6. inches (1.98 meters) and whose floor is at or 
above grade level along at least one entire side. "At or above grade leveP means that if the 
horizontal plane of the floor were to be extended on the side in question, no land within 20 
feet (6.09 meters) of the building would bcabove this plane. / 

247 AREA OF DISASTER SHELTER — The area jn squar^ feet (square meters) enclosed by a 
'disaster protection area that meets standards of the State or Federal agency responsible for 

natural disaster protection. . . 

24g AVAILABILITY OF BUILDING ENTRANCES FOR THE HANDICAPPED — Availability 
of primary entrances that are ground level or have rajnps with hand rails (the slope oCsuch 
ramps should not be greater than 1 foot>jn height (of every 12 feet in length.)^ The following 
Codes are suggested: 

1 YES 

2 . NO 

249 ACCESSIBILITY OF INSTRUCTION j.QCATIONS TO THE HANDICAPPED — Either 
the building is sirtgle story, or an ^levator is provided on the entry level for^ccess to all other 

** . levels in which instruction is giveji.' The following codes are suggested: 

1 YES ' ^ ( 

2 NO 

250 AVAILABILITY OF TOILET FACILITIES FOR THEHi^ICAPPED - Availaafility of 
toilet stalls; accompanied by grab bars and can accommodab^^jheel chairs.*' Th^^llowing 
codes ar^suggested: 

1 YES 

2 m 



'Data Items j248-251 arc adapted from form OE/CR 102, DHEW/Ogq^f Ed ucatton/ Office of Civil Rights. 
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Reference' - ' 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

251 AVAILABILITY OF 32-1 NCH DOORS — Availability of doors that are wide enough to allow 
wheelchair passage. This requires doorways with clear openings of at least 32 inches when the 
door is open.' The following codes are suggested: , ' 

1 YES ^ 

2 " NO ' ^ 

— MECHANICAL, ELECTRICAL, ENVIRONMENTAL, AND 
' LIFE SAFETY SYSTEMS IN BUILDING — 

252 LOCATION OF HEATING SOURCE - An indication of whether the heat for a building is 
supplied by a single (pentral) souxce or multiple sources. The following codes are'suggested: 

1 CENTRAL — all heatedsportions of the building are supplied by a single heatin^V 
source. The heat sourcesmaysbe located inside or outside the buildii^g. 

* ^ 2 LOCAL ZONE — * heat fs supplied by two or more heating units, each of which is 

designed and installecPt^^nction independently asTa central heating unit for a 
portion of the building only. This part of the buildinflshould be at least two rooms 
or more in size. ' \ 

3 INDIVIDUAL (ROOM) HEATERS — heat sources tt^at heat single rooms, such ^ 
as space heaters or stoves, excluding radiant panels. 

COMBINATION — a combination of local, zone and individuaPheating units. 
9 OTHER 

253 TYPE Of HEATING SYSTEM - The method by which the heating medium (see data item 
255 Heating Medium) ->is heated and delivered throughout the room(s) or building. The 
fpllowing codes are suggested: 

1 RADIATORS AND CONVECTORS — a heating delivery syste^ that has dis- 
pensing units, such as radiators, convectors, or unit heaters in the rooms to be 
heated. > • . ' 

. ' 2 UNITYENTILATORS — a heating delivery system that tises an outside air supply . 

, and a combined heating and ventilating unit in the form of a convector with a 

motor-driven fan and with or without automatic controls. 

3 GRAVITY WARM AIR FURNACE — a heating delivery system in which furnace- 
generated heat is absorbed by air circulating around the furnace unit and carri^ to 
the rooms by natural convection. 

4 FAN BLAST OR FORCED AIR — a heatmg delivery system inr which air is fan- 
, driven over heated surfaces and then delivered to the rooms. 

RADIANT PANEL — a heating deslivery system that uses heating pipes, ducts, or 
electric mfc embedded or suspended in large sections or panels of walT, floor, or 
ceiling surfaces for heating the rooms. 

SPLIT SYSTEM — a heating delivery system that combines a fofced-air system 
with in-the-room radiation. 

ROOM HEATEliS — space heaters, stoves, or similar type heaters, excluding 
radiant panels, "each self-contained and each heating a room or portion of a room. 

8 INTEGRATED HEATING>VENTILATi6n AND AIR CONDITIONING 
(HVAC) DELIVERY SYSTEM 

^ 9 OTHER - 




60 . " . PROPERTY ACCOUNTING 

Referent , , . , ^ ^ . 

number Data-Item Name and Definition; Data-Entry jCode, Nafhe, and Definition 

200 S^ies: BUILDINGS —Ci>«r//i«eflr \, 

254 PRIMARY ENERGY SOURCE FOR HE^T — fhe principal ertergy source consumed on the 
LEA premises for the purpose, of supplying he>l to the heating medium (see data item 255 
Heating Medium). The following codes are suggested : - ^ /** 

1 WOOD " . 

2 COAL ' . . V 

3 NATURAL GAS 

♦ 4 ,LPGAS ^ * 

5 OIL * ' 

6 ELECTRICITY . 

7 SOLAR ' 
9 OTHER 

255 -HEADING MEDIUM The physical substance that transmits heatfrom^e heating source 

to the area to be heated. Heating systems that produce heat directly in the area to be heated, 
such as radiant panels, space heaters, or stoves have no heating medium. The following 
codes are suggested: ' ■ , * • 

1 WATER — includes both hot water 9nd steafc. \ 
* 2 AIR — include systen1?'^vher^air is heated at,a locatidn other than the area to be 
heated and then transl^iitteJ to the destination* by pipes, ducts, or other means. 



^ 3*' ALCOHOL-BASE — kny substance witji an alcohol base, such as glycol. 

4 NOT APPLICABLE — applies to heating systems that produce heat at the roorti 



'. or area to be heated,, such as radiant' panels, space heaters, or stoves.- 
9 OTHER > * 



0 

UC 



256 CAPACITY OF HEATING SYSTEM — The current output or the ra^ed output of a heating ^ 
system, usually measured in British- Thermal Units (BTU's). , .... * ; 

^7 TYPE OF STANDBY HEATING SYSTEM - A brief description of the type of standby 

heating system, if any. If none, record "none available." , ' ^ 

258 LOCATION OFCOOLING.SOURCE — An indicatioaof whetlierthe»cooling for the build- 
ing is provided by a sfngle (central) source or multiple soilrces. The following codes are sug-, 
" gested: * 

1 CENTRAL — all c.ooled portions of the building are supplied by a single cooling 
: \ , ^ source. The cooling source may ))e located inside or outside the building. ^ 

^ * 2 LOCAL ZONE — cooling is {Provided by two or more cooling units, each of whijJh ^ 
is designed and installed to function independently of the other units as a central 
cooling unit for a given part of the building; this part of the building should be at 
least two, roomS^r more in size. ' * . ' j ^ 

3 INDIVIDUAL (ROOIVi), UNITS — cooling sources thkt cool single rooms*or por- 
tions of rooms, such as* window air-conditioners. 

4 COMBINATION — a combination of local zone and individual cooling units. 

. 9 OTHEk ^ ' 

"259 •* PRIMARY ENERGY SOURCE FOR COOLING - The pnncipal energy source consiimEa--- -'^ 
at the school plant for the purpose of cooling. The following codes are suggested: 

.1 NATURAL .GAS DA ' 

2 • LP GAS b4 
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Reference 

' number Data-Item Name and .Definition; Data-Entry Code, Name, and Definition 

. . 3 OIL 

4 * ELECTRICITY 

5 SOLAR 
9 OTHER 

260. CAPACITY OF COOLING SYSTEM — The current output or rated output of)|cooKngsys- 
tem, usually measured in British Thermal Units (BTU*s). 

TYPEbF VENTILATION — The primary means b/ which air is circulated into or out of the 
building. Thd following codes are suggested: \ 

1 WINDOW VENTILATION — open' windows provide the only ventilation in the 
building; no fans or blowers ar^^^i^ed. 

y 2 GRAVITY ypNTILATION — nonmechanical duct system for intake and^exhausTN, 

r 3 MECHANICAL EXHAUST — fans or blowers puff air from building to outside. 

4 MECHANICAL SUPPLY — fans or blowers force outside >air into building. 

5 - BOTHMECHANICALEXHAU^TANDSUPPLY^certainfansorblowerspull 
. ^ air from building to outside while other fans or bloNvers*" force outside air into 

building. ^ « 

? . 9 OTHER , '4 * 

262 COMBINED HVAC SYSTEM — An indication of whether the primary^heating and coohng 
system for the building is integrated into a combined heat|ng, ventilating, and air-condition- 
ing (HVAC) system. The follox^ing codes are suggested 

^ ^' . 1 YES ^ , 

2^ NO ' . . ^ ^ 

263 SOURCE OF WATER FOR BUILDING — The sole or primary source from which the 
► building derives its water. The following codes' are suggested: . ^ 

1 ' LEA-OWNED — any water source owned by the LEA, usually a drilled or dug 
well - , ' • * ^ 

. ^2 ' OTHER PUBLIC — the water source supplying the surrounding community and 
not owned or controlled by the LEA. 

^ 9 OTHER / . " . 

264 .SOURCE OF SEV)/aGE TREATMENT/DISPOSAL SERVICE F,OR BUILDING - The 

sole or primary sWrce of sewage treatment and/or disposal services^ The foljowingcodes are 
si^gesttsd: ^ ^ , * . 

: • 1 LEA-OWNED — ONvried and operated by the LEA. ^ 

2 OTHER PUBLIC — owned and operated by a public body dthe^than the LEA. 
, ' * 3 PRIVATE — owned by\a nonpublic entity. 

9 * OTHER' / " 

265 ^ SOURCE OF ELECTRICALSOPPLY FOR Bl/lLDING — The primary source of electricity 
^or the building. The following codes are suggested: ' 

^ 1 LEA-OWNED — .electrical generating equipment owned by the LEA. 

,^2 OTHER PUBLIC — electrical generating equiphient that provides electricity to 
' * ' , , the building is owned by a t)ublic 'agency other than the LEA. 

3 PRIVATE — electrical generating equipmeiit that provides electricity to the build- 
ing is owned by a private entity. 

^ " OTHER r 65 ^ 
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62 V . . PROPERTY ACCOUNTING 

Refe)rence 

nimiber Data-Item Name and Definition; Data-Entry Code, Name, and ^Definition 

200 Series: BUILDINGS — Continued , 

266 TYPE OF EMERGENCY ELECTRICAL SUPPL]/ — The type of emergency electrical 
supply that is available to the building, regardless of its location. The following codes are 
suggested: 

1 NONE 

*► 2 GENERATOR 

* 3 BATTERY 

.9 OTHER ^ • 

267 TYPE OF COMMUNICATION SYSTEMS — Built-in communication equipment used in 
instructional an4/or noninstructional activities. The follpwing codes are' suggested (more 
than one may apply): ^ ^ . . " 

1 TELEPHONE — a system of telephones that can be used for communications 
withiathe building. ' 

2 OTHER AUDIO SYSTEMS — any built-in equipment other than telephones that 
may be used for the receptioh, rejcording, transmission, and/ or reproduction of 
sound only. 

3 TELEVISION — any built-in equipment that may be used for the reception, record- 
^ - ing, transmission, and/ or reproduction of television signals. ' 

4 COMPUTER TERMINAL — buiit-in computer terminals with either printed or 
'cathode ray ti/be displays. 

9 OTriER 

- 26r COVERAGE OF COMMUNICATION SYSTEMS — The extent \o which a communica- 
tion system xan reach spaces that house mstruction or student jjersonnel, and the manner 
in which the communication is achieved. The following codes are suggested: 

if 1 SIMULTANEOUS CALL, COMPLETE COVERAGE — a call or communication 
reaches all areas housing instruction and stuflent personnel simultaneously. 

2 SIMULTANEOUS CALL, PARTIAL COVERAGE — a call of communicatiQn 
^ reaches only a portion of the areSs housing instruction and student personnel 

^ ' simultaneously. , 

^ 3 INDI VIDUA.UCALL, COMPLETE COVEBAGB'— a callor communication can 
r^ach any one room hosing instruction orj^^ent personnel without reaching 
^ . * other rooms. ^ 

4 INDIVIDUAL CALL, PARTIAL COVERAGE — a call or communication can 
reach one-room housing instruction or student personnel without reaching other 
rooms, but this is only possible for a'portion.of such rooms in a building. 

5 TWO-WAY<;OMMUNICATION, COMPLETE COVERAGE — comnjjunica- 
tion can take pfeee between the communication center and any room housing in- 
struction or student personnel. 

6 TWO-WAY COMMUNICATION, PARTIAL COVERAGE — communication 
can take place between the communication center and some of the rooms housing 
instruction or studeAt J)ersonnel. 

7 ^ROOM-TO-ROOM COMMiJnICATION, COMPLETE COVERAGE — com- 
munication can take place between any two roonis that house instruction orstudent 

_ personnel, and/ or the communication center. 

ERIC ^ . 66 • 
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DEFINITIONS OF PROPERTY DATA • 

lleference • ' . . ' > 

number Data-Item Name and Definition; D^ta-Entry Code, Name, and Definition 

8 ROOM-TO-ROOM C0MMUNICAT10N,PART1AL COVERAGE — communi- 
cation can take place between rooms that house instruction or student personnel, 
and/ or the communication center, but only for a portion of such rooms. 

9 dTHElt ' C ' ' 
269 SAFETY AND SECURITY, SYSTEMS — Built-in equipment or systems used to detect 

anS/or deter the occurrence of fiKS and/or other public safety or security problems. More 
than one data enjtry may apply tcra bbilding. The following codes are suggested: 

1 \ FIRE ALARMS — a network of devices that can be manually triggered to emit a 
warning signal. ^ 

2 HEAT/SMOKE DETECTORS — a network of devices that automatically emh a 
warning signal when the amount of heat or smoke in the immediate vicinity rises 
past a predetermined level. ^ 

AUTOMATIC SPRINKLERS — a.network of devices^^usually mounted in ceil- 
ings, that spray water when the amount of heat hi the Immediate vicinity rises past, 
a prejdetermined level. \ 
FIRE HOSE CABINETS — cabinets, usually wall-mounted, containing a hose 
connected to the water supply of the building or to a^pecial fire protection water 

FIRE PROTECTIO;^ WATER SUPPLY —^^bility of sufficient amounts of 
water, over and abovenhat/equiredJb^jlQrn^^K of the building, to fight 

fires that may^ccur iii the buildifigT ^ 

FIRE EXTINGUISHERS — devices, typicJ^PIrtabJe, coritaining a liquid or dry 
chemical substance under prfi^re to be used for fitting fires that occur in the 
building (fire hose cabinets are excluded, see data entryU). 

7 POLICE OR FIRE CALLBOX(ES) — a device or devicklhat can be. triggered to 
summon police or firemen, excluding "telephonesu O 

8 BfURGLAR. (INTRUSION) ALARM(S) — a device or Network of devices that 
' emita warning signal when the doors, windows, or other^enlrances to the building 

to which Ihey are attached are tampered with. • * 

9 OTHER o 

NOTE — An LEA may wish to extend this suggested coding scheme to also indicate the extent ;o which • 
existing safety and security systems cover the building. For example, whereas the data entry 4 would 
simply indicate that automatic sprinklers were present in the building, 40 could be used to indicate that 
the entire building was covered, while 45 might indicate. that only a portion of the building was covered. 
There are many other options, depending on the information .that the LEA wishes to record. 
For each safety or security system indicated in data item 269, LEA's may wish tounclude a Corresponding 
date oT last inspection. " ^ 

270 AV^LABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE WARNING SIGNALS 
* FOR USE IN CASE OF FIR^ — Availability of separate Or combined systems for warning 
both sight-impaired and hearing-impaired persons of fire. A visual warning signal may be a 
sign that flashes on and off.s TheJollowing codes are suggested: 

1 YES 

2 NO " 

<Data itciT«70 is adapted from form OE/CR 102^ DHEW/ Office of ^^lon/Office of Civil Rights. ^ 
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200 Series: BUILDINGS — Coft/inu^i/ . ' 

— BUILDING REPAIR A/m MAINTENANCEJNFOjRMATION — 

271 EXPLANATION OF BUfCDING REPAIR OR MAINTEN>3(^J^ WORK PERFORMED. 

— The type of work performed, and a description of the portion of the building on whicli the 
w6j](^Mi^ performed (roof, walls, flobr, HVAC system, electrical systemVetc). 

DATE b\^ILDING REPAIR OR MAINTEIMANCB WORK QOMPLETEO^Thedate on»' 
which repair or maintenance work was completed, expressed in month-date-year form* ^ 

273 COST OF BUILDING REPAIR OR MAINTENANCE VyORK — The cost,' expressed in 

dollars, of repair or maintenance work pej-formed on thKbuub|ing. Jhis cost figure does not^" 
include the costs of modifications (alteration, renovation, or rejnodeling) to a building. 




— ALTERA TION, REJ:^A TIOJs{ AND REMODEUNC 

NOTE — Da\a items 274, 275, 276, and 277 apply to each separate alteration, renovation, 'remodeling' 
job. All four data items should be con)pleted for each such job that significantly alters the building or haK._ 
a significant cost to the LEA. If a particular alteration, renovation, or remodeling jpb cau«es auyydata 
recorded elsewhere in the LEA s property accounting sfstem to change, these datj. should be revjied. 

274 JpXPLANATION OF BUILDING MODIFICATION — A brief description of the type of ' 
alteration, renovation, or remodeling work done, including^ identification of tlJe portion of 
the ])uilding affected. / ^ . ' ^, * , 

DATE OF BUILDING MODIFICATION — The date, in month-day-year form, on which 
alteration, renovation, or remodeling was •completed. 

COST OF BUULDING MODIFICATION —The cost, expressed in dollars, of altexation, 
renovation, 4)r remodeling work performed on a building. ,Thi§' cost figure does not include 
the costs of repair and maintenance to a building. 

277 SOURCE OF FUNDS FOR BUILDING MODIFICATION —Theagency, governmental or 
otherwise, which ap^opriated the money used to alter, renovate, orfemodel a buifdil^g. Thi^iJ 
item should be compatible with the source-of-funds dimension used in tl\e IAEA's financial 
accounting system. There may 1)e more than one source of funds for a given modification job. ^ 




— DISPOSITIOJ^ OF BUILDING — 

^^JOTE — Disposition data are typically not part of active building filesobut i^uld be,th£fde part of his- 
torical building files. \ N ' . » 
' 278 REASON FOR BUILDING DISPOSITION — An explanation for disposition of a^ 
building. The following are suggested: • % * 

1 ' TECHNICAL OBSOLESCENCE -~ no longer useful or no longer efficient be- 
cause of new technical requirements for buildings. 

2 NO LONGER SERVICEABLE — \vom out beyond serviceability or repair. 

3 ^ NOT COST EFFECTIVE — less costly to dispose of ^han to maintain fbr use. 

4 END OF LEASE — termination of lease agreement. ; 
^ 5 LOAN IMKALLED — temporary use of building terminated. . 

ERIC , . ' ^ -.^ 
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JReference 

number Data-Item' Nanre and Definition; Data-Entry Code, Nam^nd Definition 

6 CASUALTY LOSS — destroyed or rendered useless\by a casualty, such as fire, 
flood, or earthquake. • 

7 LONGER NEEDED^ BY LEA f i 
9 OTHER . ^ - 

279 DATE OF BUILDING DISP'OSITION — The date on which tlie disposal ofa building was 
\ coinpleted, expressed in month-day-year form. 

280 METHOD OF BUfLDING DISPOSITION — The means by which a building is disposed. 
The following codes are suggested: - " 

1 SALE — released for cash or other^valuable consideration. 

2 GIFT — released without receiving payment or other consideration. 

3 RETURN TO LENDER OR LESSOR^— released to the entity that originally 
A donated, leased, or rented the building to the LEA. 

4 DEMOLITION — purposeful destruction by the LEA^or its contractors. 

9 OTHER \ . 

281 N^T PROCEEDS FROM BUILDING DISPOSITION --The dollar value received from the 
. disposal of a building. ^ 

282 RECEIVING FUNDFOR BUILDING DISPOSITION PROCEEDS -Thefund into which 
the^proceeds from the disposal of a building are deposited. This data iten| should be com- 
patible with the Source of Funds dimension used' in the LEA's financial accounting system. 
There may be more than one receiving fund for a given disposal transaction. 

OTHER POTENTIALLY USEFUL BUILDING-RELAtED DATA ITEMS 

The following list has been included as a source of ideas for developing additional data items for a build- 
ing infprmation file. This list is not exhaustive; other possibilities exist. 

TELEPHONES(numberof lines, sets, jacks) * 
ELEVATORS (number, type) , * , ^ 

MASTER CLOCK (yes, no) . ^ ^ 

• FIRE INSURANCE RATING 

• ROOF AREA 

• ROOF WARRANTY (termination datfe). - ' 

, • CONDITION OF BUILDING . > . . 

• PORTION OF BUILDING HEATED/COOLED . 

• MECHANICAL AND ELECTRICAL SYSTEMS (date of installatjdn, date of renovation or re- 
placement, date of inspection) ' ' 

.• EMERGENCY LIFESAVING EQUIPMENT (type, location) , ' * ' 

• COMPLIANCE WITH CODES AND STANDARDS (for example. Occupational Safety and 
Health Administration, U.S. Departrhent of Labor (OSHA), health department, etc.) 

The foUoWihg kinds of informafion may be useful to LEA's th^t are considering collecting information 
on^energy conservktion.N^m the list above, these are only suggestions; a number of other'f^ossibilities 
exist. Also, dali items 25^66 deal with energy-related information. 

It should be noted that at th^i^ of publication of the handbook, little has been done to standardize 
energy^related terminology and techniques for energy conservation measurement. " 
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INSULATION IN ROOF, WALLS, FLOOR (type, amount) 
EXTERIOR GLASS (fype, amount) 

FUE^. STORAGE CAPACITYltype, amount) . * . ' 

ENERGY USE RATING OF BUILDING (no standard .technique is agreed iipon at this time) 
ARE FUEL SUPPLIES INTERRUPTIBLE? (yes, no, type) 
FLUE ANALYSIS (date of last analysis; results) 
ENERGY AUDIT (date of last analysis; results) 
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300 Series: SPACES (within buildings) 

' The term space is used in this handbook to 
describe the areas within a building. As suqji, the 
space concept allows for a^eparture from the more 
traditional app^ach of accounting for the area 
within a building in terms of rooms. 

The concepts of space and room are closely 
related, but describing a building in terms of spaces 
provides so|newhat more flexibility. A room is 
defined as a space enclosed with walls or partitions, 
of fixed or movable type, that provide an accepta- 
ble souif^ barrier. A space, on the other hand, 'does 
not have to be bounded on alY. sides by walls or 
partitmns. For tile purposes oi this handbook, a 
space is^d^ne^s an area within a building that is 
bounded by^anoor, a ceiling at least 6 feet 6 inches 
(1.98 meters) in h'eight,^ and on the sides by vertical 
planes that may be real (walls, partitions) or 
imaginary (for example, jppen classroom spaces, 
separated by floor markings only). 

In 'many buildings, LEA's'will ^find it most 
practical to follow the traditional "approach and' 
designate each room as' one space. In others, it may 
be mcfre us«ful to divide a room into several spaces 
(for example, a very large multipurpose room" 
used by several groups of gudents at once). In 
some cases, it "hiight be useful to*designate a 
combinatij)n oJXwo or n^are rooms as space._The 
designation^f spaces within a building inmost 
appropriately performed at the level of the LEA or 
individual school. The following guidelines can 
assist in identifying and distinguishing between' 
different Spaces:. 

L Areas with reasonably different design fea- 
tures, reasonably different types of bpilt-Jn 
equipment, an4/ or reasonably different po- 



♦ 



^Local codes for mmimuih ceiling height take precedence. 
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tential uses may best be accounted for as 
separate -spaces. 

2. Areas that are adjacent and have similar 
design features, similar types of built-in 
equipment, and/ or a similar range ^f pote^j^ , 
tial uses, may best be accounted for as one 
space. 

3, Areas separated by walls or partitions, re- 
gardless of. their similarity, may best be ' 
accounted for as separate spaces. 

An adjunct is a spaced usually small in size, 
which provides support service to a larger and, 
typically, adjacent space. Examples of adjuncts are ^ 
closets,, storage rooms,^ 'dressing rooms, ticket 
booths, and^vaults. Adjuncts are usually entered " 
only through the sp^ce or spaces- they swerve,' rather 
than from hallways or corridors. The principal 
excepti6n is when offices oi: other spaces are 
entered from a central reception room. Such spaces 
typically would not be classified as adjuncts, even 
though they are entered only from the recep^on ' 
room. \ 

In accounting for spaces within a building, an 
adjunct normally would be accounted for as part of 
the space it serves rather than as a separate space. 
For example, assume that a particul^ classroom is 
500 square feet in area*and hasoneadjoinin^closet 
that is l5 square feet iri^rea, for a tptal^f 515 
square feet,. In this case, **5l5" >vould be entered in 
data item 302 Floolr Area of Space and>*15" wotild 
be eiUered in data item 3 1 21 Floor Area^of Adhinct, 
. While the 300 Series provides for recording 
-inforaiation about areas inside a building, the 100 
Sedfes.can accommodate ihforrtation.about areas 
outljide (see dataf^itetns 113-120). ^' ' 

e data jtems in thtf 300 Series can accomipo-' <' 
date|4nffrmation orf all spaed withjn buildings ^ 
o^ed, leased, rented, or otl^erwise qontrolled by 

ycTv- jT-. ••' 
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Reference • ' 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 
300 Series: SPACES (within baildings) 

— SPA CE IDENTIFICA TION — . 

30 r SPACE NUMBER — A numerical designation of a space within a building. This data item 
may be renamed "ROOM NUMBER" if an LEA chooses to have its space designations cor- 
respond directly to existing rooms. 

7- DESIGN CHARACTERISTICS — . ^ 

302 ' FLOOR AREA OF A SPACE The total area in square fejet (square meters)«measured be- 
tween the principal wall faces at or near floor level, plus wall^se or alcove spaces, or both, 
opening into and designed to serve the activity carried on in the space. Structural space is 
excluded. Adjuncts that open intp and serve the space>are included'.'® See data item 304 (data 
entry 2400), p. 71 , for the definition' of Structural Space. See data item 312, p. 74 , for the 
definition of Adjunct. 

303 SPACE DIMENSIONS — The approximate length, width, and height of a space, in feet 
(meters), nrieasured between the principal wall faces at or near floor level, plus wall case 
and/ oi;>alcove areas. ' ^ • ^ _ ^ 

304 . TYPE OF SPACE — The primary purpose or use to which a space can be put, as deter- 
mined by its design characteristics (physi^cal layout and built-in. systems and equipment), 
regardless of its curiient use.'' ' * * 

NOTE — In some cases, it may be difficult to decide whether to classify a space as instruction, support, 
or as an adjunct (a photographic darkroom is a suitable exaniple). Often, the difference between instruc- 
tional and support space- is the number of students the space m\\ accommodate and whether the environ- 
ment (hghting, availability of necessary equipnient, etc.) is suitable for learning. An adjunct may usually 
be differentiated from other spaces by its small size and the fact that many adjuncts may be entered only 
through.the space they serve. 

The follQwing codes are suggested: \ 

1000 ASSIGNABLE SPACE — a space that can be used by the building occupants 
*^ to carry out their functions and responsibilities. Circulation, custodial, 

mechanical, and structural spaces are considered nogjassignable spaces for 
' the purposes of this handbook (see data entry 2000 below).' 

1 100 Regular Instructional Space — a space desigiled pnmanly or exclu- 
, ' sively. for instruction but has no special built-in ^qpipment (such as 

would be found in a physics or chemistry laboratory, for exaihple) or 
other specialised features that limit its usejfo specific subject-matter 
areas. ' • , . * 

1200 Special Instructional Space — a space designed to serve specialized 
' , learning acfiVities through, the use of special built-in equipment (such 

1* ^s the sinks and work benches usually found in a chemistry laboratory) 
. ' ^ r 

•^Adapted from American Standard Methods of Determmmg Area? m School Buildings.** Amencan Standards Associa- 
' • tion, ln<f.(nowl^own as the Ameripan National Standards Institute, Inc.), New York, approved August 4/1958, p. 6. 

'•LEAV wishing to cpllect d^a on vurretit use of sp^^ces withirt a buildingTiiay wish to add a new data element based on the 
' , classific^fioriof Functions in Handbook 11 R, pp. 35-49, together with the classification of Services Supporting Instnictioiv PP* 
O 90-96,*and Subject-Matter Areas, pp. '153-256, ii\ Handbook VI. Appendix E contains full bibliographic references for these hand* 
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Referenc^e / 
^ riumbe^ Data-Item Name and Definition; Dat'a-Entry Code, Name, and Definition ^ 

^ 300 Series: SPACES (within buildings) — Continued 

or otheifL^pecial features (such as the natural gas or LP gas hookups 
* . • , • usually found in axhemtsQry laboratory or the tiered flo^r arrange- 

ments and accoustical design usually found in a band room). Instruc- 
tional spaces that have np such special features or buil^in equipment 
• should be acc9^nted for)under 1 100 Regular Instructional Space. , 

^ 1201 Athletic/Physiial Education Space — a space designed and ^ 
' / * provided with speciaJ built-m equipment for physical educa- 

•/ , ' , tioa activities or for sports and games involving athletic 

^ competition, including indoor swimming pools. 

/ * 1202 Business Education Space — a^space design^ and/or pro- 

\ ^ * ^ ^ ' vided with speciall built-in equipment or special connec- 

' * tions for such equipment (such as typewriters, calculators, 

and business machines)' for learning activities in .such sub- 
• ^ ject-matter areas "as Business of Distributive Education. 

^ - ^1203 Family and Consumer Education (Home Economics) 

Space — a space designed and/ or provided with special 
' built-in equipment (such as stoves, refrigerators, and sinks) 
for learning activities involving the varied aspects of food, 
clothing, and shelter, with particular emphasis on consumer 
education; management of money, time, energy, and human 
* " -resources; and human relationships focused on child growtjx 

and development, -family relationships, and family health. 

1204 Industrial Arts Space — a space designed and/ or provided 
with special built-ih equipment for developing manipulative 
V and related skills. Industrial Arts spaces include agriculture, 

electrical, metal, wood, general industrial arts, automotive, 

etc. * . r 



\ 



c 



ERIC 



1205 Kindergarten? Space — a space designed andyor provided 
with special built-in equipITOTft for use by a group or class 

^ that is organized to/^ovide educational experiencesrfor 
children for the year or years preceding the first grade. 

1206 Mathematics Laboratory — a space designed and/or pro- 
vided with special built-in equipment for learning activities 
in the field of mathematics. 

'1207 ' Media-Based Insttuctional iTaboratory — a space designed 
and/ or provided with special built-in equipment for learn- 
ing activities deperident upon instructional media (such as 
films; printed materials, records, tapes, cqmpujer-assisted 
* instruction)^ for example, a language la boraVqry. . 

1208 Music Spape — a space designed and/or provided with 
special built-in equipment for learning activities involving 
choral or instrumental music. 

1 209 Planetarium — a space designed ^nd/ or equipped for learn- 
^ . " ing activities involving the projection of various celestial 
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^ Reference ^ ^ ^ * 

number Data-Item Name ^nd 'Definition; Data-Entry Gode, Name, and Definition 

and/ or terrestrial images and effects of a particular time 
• ' . and place on the walls and/ or ceiling of the space. 

^ ' 1210- Science Laboratory — a space designed and/ or provided 

with special built-in equipment for learning activities in- 
volving student experimentation, observation, or participa- 
tion in the sciences. Science laboratories include biology, 
chemistry, physics, . general science, etc. 

^ \2\ \ f Special Instructional Space for Exceptional Children — a 

space designed and/ or provided with special built-in 
, ^ ' equipment for providing instruction to students with particu- 
lar physical or mental disabilities. 

1212 Computer/Data-Processing Space (Instructional) — a,space 
designed and/ or provided with special built-in equipment 
for learning activities dealing with the use, operation, or 
maintenance of computers and/ or peripheral devices (tape 
drives, card readers, etc.). ^ 

1213 Darkroom (Instructional) — an enclosed space designed 
and/or provided with built-in equipment for learning activi- 
ties dealing with tKe printing and processing of photo- 
graphic films and papers. 

1214 Motion Picture Studio (Instructional) — a space designed 
' and/or provided with speciaft)uilt-in equipment for learn- . 

ing activities dealing with the staging and filming of 
motion pictures. ^ * 

1215 Radio Studio (Instructional) — a space designed^and/or 
provided with special built-in equipment for lea>^ing activi- 
ties dealing with radio broadcasting. 

1216 Sound Studio (Instructional) a space designed and/ or 
, provided with special built-in equipment for learning activi- 
ties dealing with the recording of sound. 

1217 Television Studio (Instructional) — ^ space designed and/ or 
provided with special built-in equipment for learning activi- 
ties' dealing with the production of television programs. ' 

1299 Other Special Instructiomil Space — any special instruc- ^ 
^ tional space not given above. 

1300 Learning Resources Space — a space designed or provided with 
.'Special buih-in equipment for activities related to the development 
^ arid supply of learning resources (particulark/tfiaterials arid devices) 

and for learning activities. Examples inVjude^if the above criteria are 
, ' , ^ met, spaces referred to as educational meoia centers, libraries, in- 

^ structiQnal materials centers, and learning/ resources centers (see 

Handbook X, Educational technology: A {Handbook of. Standard ^ 
^ " Terminology and a Guide for Recording ana Reporting Information 

About Educational Technology f6r discussions of these terms). 

1400 lyiultiple-Purpose Space — a space designed for a number of pui^poses • 
O , , that may include both instruction and support activities, * 

ERIC . , . S ■ 



73 



-70 PROPERTY AQCOUNTING 

/ • r 

Reference ' ' ' > ' 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

300 Series: SPACES (within ^buildings) — Continued 

♦ . - " 1410 Auditorium — space designed and Constructed wilha built- 

, ' in stage, often having a slqping floor/nd fixed seating, for 

use primarily as an assembly center. \ ^ 

^ 1420 Cafeteria — a space designed and equipped primarily for 

/the preparation, serving, and eating of food. 

1430 Cafetorium — a space designed for the combined func- 
tions that might normally be served by a separate cafeteria 
. and a\i^orium. 

^ 1440 Gymnatorium — a space designed specifically for the com- 

bined functions that might norrtially be served by a separate 
gymnasium and auditorium. 

1490 Other Multiple-Purpose Space — any multiple-purpose 
space not given above. v 

1500 e Support 'Space — a space designed and/or provided with>^peci|al 




built-in equipment for purposes other than instruction. 



ERIC- 



)TE — Several spaces below have counterparts among the instructional spaces in data entr> 1200 (p. 
See* the note 'under 304 Type of Space for distinction between Support Space and Instructional 
Space. 

il501 Computer/ Da\a-Processing Space — a space that houses a 
V • computer (central processing unft) and/ or certain peripheral 

devices (tape drives, card readers, etc.). 

1502 ^ Conference Room^^a^ enclosed space (room) used pri- 
marily for meetings and similar activities, but not for* in- 
structional purposes. 

1503 Darkroom — an enclosed spaice designed and/ or provided 
with special buih-in equipmem^for the printing and pro- 
cessing of photographic films and papers. 

1504 Equipment Room — ail enclosed space designed and/ or 
provided with special built-in equipmeiU-primarily for tHe 

' storage and distribution of instructional equipment. 

1505 ^Health-Care Space — a s/ace designed and/ or provided 
^ with^special built-in equipment pripiarilyfor the provision 

of health-care services. 

1506 ^ Maintenance .and Repair Shop — a space designed and/ or 
provided with special built-in ^uipment prinfiarily for the 
repair, maintenance, or.manufacture of equipment, vehicles, 
or other items used by the LEA. 

1 507 Motion Picture Studio — a space designed and/ or provided 
with speciai equipment for the staging and filming of mo- 
tion pictures. 

1508 Offide^— a sp^ce designed for'a person or persofts working 
' at a desk or table and not involved in instruction or learning 

activities. 
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Reference ^ y ' \ / 

number ^l^em.Namc and Etefinition; Data-Entry Code, Name, and* Definition ^ * ^ " 

^ / ' ' Offices include rooms designed or equipped for other pur- 

poses which incidentally contain a desk(s) or table{s)7'such 
as regular instructional space, laboratories, or learning re- 
source centers. 

• 1509 Projection Room — a space adjacent to and interfacing with 
a viewing, area and with the necessary design and/ or built- 
• V in equipment for projecting materials on z screen in- the 
viewing area. , • ^ 

1510 Radio Studio — a space designed and/ or provided with 
* spfecial built-in equipment primarily for radio broadcasting. 

1511 Residential Space — a space designed and/ or equipped to 
serve as all or part of a residence. 

1512*'^ Sound Studio — a space designed and/ or provided with 
special built-in equipment, primarily for recording sound. 

1513 Storage SpaceV a space that is limited by its design to 
4- * ^storage function!. ^ 

* 1514 Television Studio — a space designed and/ or provided with 
special built-in le^uipment for the staging and production 
of television programs. 

, 1515 Vehicle-Storage Space — a space designed* to house or store 

primarily vehicles, such ks garages, boathouses, and airport 
iq^gars. 

1580 General Support Space — a space designed to be flexible in " ' 
^ ^ use; for example, a room that could be used for storage, 

meetings, or an office, depending on the needs of the LEA. ' 

1590 Other Support Space — any support space not given above. 

1900 Other Assignable Space — any assignable space not given above. 

2000. NONASSIGNABLE SPACE — any space that is not classified as assignable ^ 
^ ^ but is hecessary for the general operation of the building, including primarily ^^F^ 

circulation, custodial, mechanical, and structural space, ^ 

' * 2100 Circulation Spate — space required for physical access to some sub- 
• ^ division of space, whether directly boundedby partitions or not. This 
includes corridors, elevator shafts, escalators, fire towers, stairways, 
' , - ^ •* , ^ loading platforms, elevator lobbies, tunnels, and briiiges. Aisles used 

S . # ' for circulation within office suites, auditoriums, or other assignable 

, areas are not circulation areas. , a * - 

' 220() Custodial Space — spac^ used for the protection, care, and mainte- 

^ nance of a building, including 'trash rooms, guard rooms, custodial 

rooms, custodial Jocker rooms, and custodi^ supply rooms. 

2300 Mechanical Spacer— space that houses mechanical equipment and 
f ' r utility services, in«uding .air-duct shafts, boiler rooms, mechanical- 

service shafts, meter and communications clos^, and service chutes. 

2400 Structural Space — space that cannot'be o'ccupied or put to use beW?^'^. 

_ . cause of structural features of the^huilding^ including exterior wallsv»^SV> 

/ , * / fire walls, permanent partflWhs, and unusable areas in attics, base- 

gj^^. ments, or comparable portions of a building. 

. '75 - ■ 
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Reference , . y 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

300* Series:. SPACES (within buildings) —^ontinued ( ' 

' 2900 Other Nonassignable Space — any nonassignable space not given 
above. 

3p5 STUDENT CAPACITY OF A SPACE>2 — The /lumber pf students that can be accommo- 
dated in a ^pace at one time when the space is being used for the purpose for which it was 
deigned, according to existing State-approved standards. Studiyrt capacity of a given space 
independent upon existing standards or policies governing the operation of the school and 
space in question with respect *to three major^ementS: student/ teacher ratios, organization 
of the school, and the educational program for which the space was designed and/or 
equipped. Once established, this figure should be changed only when the standards or poli- 
cies regulating the three efements are definitely changed or when there is a change affecting 
student capacity as a result of additidfts to or remodeling of the space. (See Capacity of a 
♦ 'Space, Student, in chapter 6, p. 89.) . ' 

306 NUMBER OFFtXED STUDENT ST ATIONS — F/;ce^/(built-in, bolted down) features of a 
space limiting the number of students participating in learning activites, such as fixed chairs, 

' ' work benches, op laboratory stations. Many spaces have no fixed student stations. 

307 WALL FLEXIBILITY — The type of construction of a wall forming a boundary of a space, 
classified by degrees of flexibility pr movability. To provide the maximum information, the 
degree of flexibility should be indicated for each >¥all, partition, *or other boundary that de- 
fines a space (see the definition of space at the beginning of the 300, Series). The following 
codes ^re suggested: 

1 . PERMANENT^ LOAD-BEARlNG — a wajl that is an integral part of the builc/ing 

and without which the building would not standi such walls begin at the footings 
and support the floor(s) and/or roof, as well aslateral forces. 

2 PERMAf^ENT, NONBEARING — a wall or other partition not supporting floor(s) 
i3 , and/ or roof(s), and designed or constructed so that it can be dismantled or moved 

without significantly altering its shape or destroying its future usefulness as a wall. 

3 • DEMOUNTABLE WALL — a wall or other partitiomthat can be attached in a 

fixed position to^ ceiling, floor,- and/ or another wall, but is designed to be de- 
^ mountab^e without being damaged orMosing its usefulness as a wall, 

4 X)PERABLE wall — a wall or other partition, usually made of metal, wood, or 
plastics, which is suspended from a track, moves along the track, and can be 
folded or retracted, usually into a recessed storage area. 

5 CURTAIN OR DRAPE — a partition jnade of cloth, plastic, or other flexible ma- 
terial, which hangs from the ceiling and^moves along a track. 

6 OTHER PHYSICAL BOUNDARY — any boundary formed by an object or ob- 
jects that are not defined above; such a boundary is often formed by items of furni- 
ture, such as bookcases, file cabinets, room dividers, desk arrangements, portal^e- 
screens, or planters.- . 

7 IMAGFNAftV^BOUr^DARY — a boundary consisting of an imaginary Vertical 
plane (no physical boundary exists). 



•^Student cajpacity csm be measured m a number of ways. In' keeping with the primary function of property accounting, whicfi 
is to record information/ aftout the design characteristics of property. 305 Sttfdent Capacity of A Space deals with student 
capacity according to d/sign. LEA*s desinng more or different mfonnation on 4he other aspects of student capacity (such as current 
^ . use, which may change from semestfcr to semester and from class to class) may wish to create additional data items. Sec also data itcin* 



^ 306 Number otFixed Student Stations. 
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' Reference ^ ' 

nuilabcr Data-Uem Name and Definition; Data-Entry Code, Name, and Definition 

308 . TYPE OF WALL FINISH — 5he type of material used to finish a wall that forms the bound- 
"^ry of a space. To provide the'maximum information, the type of wall finish should be iruii- . 

cated for each wall, partition, or other boundary that defines, a space (see definition of the 
- temi "space":on pr 66), The following codes are suggested: 

01 PLASTER 

* .02 CONCRETE BLOCK ^1 

03 BRICK ^ 

04 CERAMIC TIL£ . ^ 

05 WOOD 

06 . METAL 

07 FiefeR BOARD 
%8 PLASTIC 

09 CHArfcK-BQARD , 

10 GCYP BOARD>sPAINTED 

11 GNP BOARD, \lNYL COATED 
, 12 qLASS 

* k 13 CORK 
' 99 OTHER '* . 

309 FLOOR FINISH — The type of material used to finish the floor that forms one boundary of 
a space. The following codes are suggested: 

1 1 CONCRETE ' ^ 

' 3 ' RESILIENT TILE — 'includes asphalt,*vinyl, and rubber tile; ^ 

. 4 CERAMIC TILE ' 

5 TERRAZZO 

. 6 CARPET 

7 LINOLEUM 

8 MARBLE 

9 OTHER ^ 

. • ♦ ' 

310 CEILING FINISH — The type of paaterial used to finish the ceiling of a space. The following 
codes arQ suggested: 

1 PLASTER 

2 ACOUSTICAL^LASTER 

3 ACOUSTICAL TILE OR PANELS • . - 

4 MASONRY 

5 WOOD 
6' METAL 

7 FIBER BOARD 

8 PLASTIC - i 

9 OTHER 

V 

31 1 TYFJp OF LIGHTING — Thetype of lighting primarily used in a space. T'he following codes 
lire suggested: 

1 l^NCANDESCENT , • . 

2 FLUORESCENT ' - ' / 
/' , 3 MERCURY 

\ ^ . V ^ OTHER — 77 

ERJC 
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Reference 

number Data-Item Name and Definition; Data-Entry Code, Name, and Definition - 

300 Series: SPACES (within buildings) — Continued 

' — INFORM A TION 05V ADJUNCTS — 

312 TYPE OF ADJUNCT — A space, usually small in size, which provides support service to a 
larger and, typically, adjacent space. Adjuncts are usually entered only through the space or 
spaces' they serve, rather than from hallways or corridors. An office or other space that can 
only be entered from a reception room is not an adjunct. See also the discussion of adjunct on 
p. 66. - 

NOTE — In some cases, it may be difficult Xo decide whether to classify a space as a Support Space (data 
entry 1500, p. 70) or as an Adjunct Space. Adjuncts usuafly ma> be di^en^ntiated from Other spaces by 
their small size and limited accessibility. 

The following codes are suggested: 

1 STORAGE ROOM — a room with special construction limiting the use of t^ie 
room to or making it best suited for storage purposes; included axp closets with 
shelves^ and coat racks ot polei, vaults, and other specially constructed storage 
rooms, 

2 PRIVATE TOILET/BATHROOM ~ a room with built-in lavatory, toilet, and/or 
bait/ shower fixtures, usually having at the most one or twoof each kind of fixture, 

3 SUPPORT ROOM — *a rqom designed, or provided with special built-in equip- 
nfent, for activities specifically in' support of the space it serves (and through 
which it can'be entered)^ including such rooms as.clinic bedrooms, ^iressing rooms, 
hearing test rooms, press boxes, snack bars, and "ticket booths. \ 

4 GENERAL PURPOSE ADJUNCT — a room qualifying as an adjunct bijt having 
< no special design* or purpose limiting its use, and thus being usable as a, storage 

^' - room, support room, or for *6ther purposes, \^ 

9 OtHER , ' \ ' . 

3 1 3 FLPOR AR EA OF ADJU WCT"^ The area in square feet (square meters) of an adjunct. Ad- 
junct space is measured between the principal wall faces at or near floor level, plus wall case 

, ^ or alcove spaces, or other, opening into and designed to serve the activity carVied on in the^ 

space. See also data item 312 Type of Adjunct, ' J ^ V 



^ OT^ER POTENTIALLY USEFUL SPACE-Rl^ATED DATA I'BJMS 

The folfdWin^ist has been included as a source of idea^ for developing additional data items for a space- 
information file. Also, ditd itf ms in the 2^ Series (Buildings) are another source. The list below is not 
. exhaustive; other possibilities^exist, - * . ' 

• TYPES OF COMMUNICATION AVAlLABI^Er— (telephone, speaker,^combination, program, 
code call, coipputer terminals; one-way, two-way) . ' ' . - ^ . 

\ / • TELEVISION AVAItABILITV — (television receptibn, program origination) 

^ • LIGHTING LEVEL AT DESK TOP (average foot candles at desk level, under several conditions) 

f EXTERIOR CONTROL OF.NATUR AL LIGHT — (sunscreen, exterior baffles, exterior louvers) 

• INTERIOR CONTROL QF N ATURALLIGHT (drapes, vefietiai\b,linds^, baffles, single roll shades, 
Rouble roll* shades) * . : ' ^ ^ . 




DEFINITIONS OF PROPERTY DATA 



75 



/ 



Reference * , \^ * 

number Da^ta-Item Name and Definition; Data-Entry Code, Name, and Definitioi^ 

VOLUME OF SPACE (cubic feet or cubic meters) 
AREA OF WINDOWS (square feet or square meters) 
TYPE OF GLASS ^""^ 
J^UMBER OF 110 VOLT RECEPTACLES 
Ny^MBER OF 220 VOLT RECEPTACLES 

PROJECTION SCREEN BUILT-IN (yes, no) , 
CABLE TV CONNECTION (yes, no) 
LINEAR FEET (MET^R^ OF CHALKBOARD 
SQUARE FEET (METERS) OF TACKBOARD 
FIRE HOSE CABINET (yes, no or nunAer) 
FIRE ALARM PULL STATION (yes, no or number) , 
* FIRE DETECTOR (yes, no or^number) 
AUTOMATIC^SPRINKLER (yes, no or number) ^ 
NUMBER OF FIRE EXTINGUISHERS , ^ ' 

NUMBER OF GAS OUTLETS 

NUMBER OF COMPRESSED-AIR OUTLETS (and PSI available) 
• yUMBER OF FULL LOCKERS 
^ NUMBER OF HALF LOCKERS * 
NUMBER OF SHOWER HEADS 
NUMBER OF DRINKING-FOUNTAIN BUBBLERS 
% NUMBER OF SERVICE SINKS . 

The following kinds of information may be useful to those LEA's employing a maintenance scheduling 
system. As i|^'the list above, these are only suggestions; a number of additional possibilities^exist. 

DATE ROOM LAST PAINTED ' 

DSTE>iMDOW BLINp LAST CLEANED 

DATE LIGiIt bulbs LAST REPI^CED 

DATE FLOOR (^OVERING LAST IN^STALLED - ^' , 

DATE ACOUSTICAL'CEILING TILE LAST INSTALLED 

DATE FI RE EXTINGU ISHER AND SAFETY EQUIPMENT LAST SERVICED OR REPLACEC 
DATE DOOR LOCKS LAST CHAJslGED • ' 
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*00 Series: EQUIPMENT —Continued 

An equipment^^ item is a movable or fixed 
unit of furniture or furnishings, an instrument, a 
machine, an apparatus, or a set of articks that 

CIS all of the following conditions: 
^ detailed discussion «of equipment is contained in chap- 
together with criteria differentiating 'equipment from 
supplies. 



1. Under normal conditions of use, including 
i^igasonable care and maintenance, it has an 
^ anticipated useful life of more than 1 year; 

2. It \$ oC significant value;* ^ 

3. It jetains its original shape and appearance 
with use;-' 

4. It is nonexpendable; that is, if , the article is 
damaged or some of hs parts are lost or worn 
out, it is usually more^^feasible to repair it 
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than to replace it with an erff(rely new unit; \» 
and 4 

5. It dees not lose its identity through incor- 
"poration into a different or more complex 
. unit or substance. / 

The data items in the 490 Series apply gener-"^ 
ally to both built-in and rriovable^^ equipment, *i 
^ith the exception that data items 422, 423,. and ^ 
,^424 deal with it?ms under group control^nd 
rarely will be applicable to built-in equipment. 

A further consideration for using the data items 
offered m the 400 Series is that certain data it^ms 
^ apply primarily to major items of equipment 
(equipment items of relatively high value» for 
which the cost of <keeping detaifed equipment 
records is easily fustified),^while ot(ier data' items 
apply primarily to minor equipment items (equip- 
ment items that are relatively low in value and that 
^o not warrant detailed equipment records). 
\ Experience has shown that accounting for 
cqhrnment is an enormous task, particularly 
wherNi^ew property accounting system is being 
implemented and equipment data are being col- 
lected for the first time. Operating a sophisti- 



'^Cntena differentiating built-in equipment from m 
equipment are contained in chapter 7. p. 99 



Refererice 



number Data-Item Name and Definition; Daja-Entry Code, Name, and Definition 
400 Series: EQUIPMENT 




PROPERTY ACCOUNTING 

cated equipment accoujiting system can be time- 
-consuming and costly, particularly iK| is a manual 
system (without the aid of cortiputers or ^ccount- 
' ing machines). For these jeasons, LEA^s should 
plan and justify , the creation or revision of equip- 
ment Accounting sj^stems carefully. " * 

Not all .equipment accQuntmg- systems will 
have the same featured. Some LEflCT^ill choose 
to account for all equipment, large and small. 
Other LEA's may choose to -ai^^ount only for 
major items of equipment (equipment items of 
significant value). On the other hand, some 
* LEA'^s may choose to record all or most of the^ 
suggest^c^data items for each piece of equipment, 
while other LEA's may choose to record only a 
few data items per piece of equipment. Regard- 
less of^he size or format of any LEA's^quipment 
acoountmg system, each system should be de- 
signed to^provide the essential data needed for 
proper *equipnii|nt management and control in 
return for a reas^^ble expenditure of time and 
money. ^ 

'When recording data that can change from 
time to time, it may be useful to also record the 
date on which the data were collected.* Users can 
then determine how timely the data are. Dat^ 
items to which this may apply are 412, 413, 414, 
427, 428, 430, and 433, 



— EQUIPMENT IDENTIFICATION — 
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401 



402 



403 



EQUIPMENT TAG NUMBER 

ment oN^^ni 



A unique reference number assigned to an item of equip- 



or controlled by the LEA. jFor i^ems under group control, the Equipment Tag 
Number woVld be the same for all items within the same group (see discussion of equipment 
undej group\ontrol on p. 100 of chapter 7). 

EQUIPMENT nWENTORY NUMBER — A reference number assigned to an item of 
equipment wjth a particular style, use, supply source, or other common characteristic. 
Identical equipment items share a common Equipment Inventory Number. Such numbers 
are used^primarily for items that are stocked or warehoused by the LEA for a significant 
amoCint of time'before being placed into service. Also referred to as a stock number. 

p ' " - . ^ 

) , — GENERAL DESCRIPTIVE INFORMATION 

EQUIPMENT TYPE'^ — A series of categories that separate equipment into groups accord- 
ing to similar functional ^ operational characteristics. (A further subclassification of in- 



Depending on the coding system used by the LEA, it is possible to incorporate the data^ntry codes suggested in 403 Equip- 
ment Type and/or the information ^ggested in 404 Equipment Descriptioi) into the "Equipment Inventory Number^escribcd 
in data item 402. ^ 
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DEFINITIONS OF PROPERTY D^TA , ^ 77 

Reference " , \ 

number Daja-Item Name and Q^finition; Data-Entry Co^is;. Name, and Definition 

structional equipment into more specific categories is available on pp. 64-100 of Handbook 
J^.^^) The following codes are suggested: . ' , 

1000 INSTRUCTIONAL EQUIPMENT — equipment used in the process of in- 
struction or in its production, reproduction, transmission, or display. Instruc- 
tional equipment is classified below in terms of devices, materials, and furni- 
ture and fixtures. * 

1 100 Instructional Device — instructional equipment with mechanical, 
moving parts and/or electronic or efectrical circuits. Hand tools 
I ' * without moving parts are included when they qualify as equipment 

(see equipment criteria in chapter 7, p. 98) and are intended for 
instructional purposes. Kits consisting primarily of devices rather 
th^n recorded materials, such as tool kits, should be classified under 
the type of device that predominates. Kits consisting primarily of 
^ recorded materials should be classified in the 1200 series of data- 

entries. 

1110 Audio Device — a device used for the receptionM'ecSN^ing, 
•transmission, or reproduction of sound (oi5ily)/such as an 
audiotape recorder, radio receiver, microphrae, or loud- 
• speaker. 

1120 C<jniputer Device — a device or combination of devices, 
* capable of accepting information, applying prescribed 

processes to the information, a,nd supplying the results of 
^ \he application of these processes, alf without human inter- 
vention; including a computer and all the devices that 
enable a computer to perform its task, suqh as a computer 
terminal. 

1130V Graphics and Graphics Reproduction Device a device 
^ ' utilized in the production and reproduction of graphic ma- 

terials, excluding computer devices, but including such 
^ devices as copiers, offset presses, knd dry mount presses. 

^ ^ .1140 Electronic Display Device — a device used in the production 

and electronic transmission of visual images and sound, 
excluding computer devices, but including such devices as 
television receivers and videotape recorders. 

>^ 1 150 Photo^aphic Device — a device used in photographic pro- 

duction, either still photography,* motion picture photog- 
raphy, or ^microfilming; inchwing motion picture photog- 
raphy with^und. 

1160 Projected and Magnified Display Device — a device that 
' 6njarges or magnifies visual images for viewihgT^such as a 
' . ^ filmstrip projector, slide projector, microform viewer, over- 

' head projector, or motion picture projector; ma^ave pro-^ 

vision for sound accompaniment. ' 

1170 . Physical Display Device — a device to which items to be 
. displayed |re attached or on which information is written, 

such as a bulletin board, chalkboard, or magnetic, board. 



'*FuH bibliographic information on Handbook X is contained in a^cjdix E. 



78 , . . . ' ^ PROPERTY ACCOUNTING - 

.Reference ' « V ^ ' . ^ 

number Dala-I^gm'Name and Definition; Data-Entry Code, Name, and Definition 

400 Series: .EQUIPMENT — Co#i/OTae/!f 

11$0 Subjcct-Matter-Related Device — a devicg. peculiar to a 
specific subject matter or consent and not- claS^fied above.. 
Devices not limited by design to Jt^st one subject-matter 
^ ^ area should be classified in data entries 1110-1170 when- 

/ ever possible, . , ^ 

1181 , Art Equipment — fof -exa^mlle, potter's wheels, 



<^ kilns, easels, and other equipment for activities ^^.v * 

-such as metalworking, weaving, drawing, paint-^^^^'^^'^^** 
ing, printing, modeling, forming, carving,- and^^>*^,^^. 
. constructing. \^ ' 

1182 • Business Equipment — for exairiple, typewriters 
** * and calculating machines. 

1 183 Driver Education Eqbipfnent — for exainple^ auto- 
mobiles, and automobile an^ traffic.simulators. * 

'1184 HomemaJcing Equipment -1- for example, rapges, 
household * tools' and utensils, 'sewing machines,* 
and pressing and ironing equipment. * ^. % 

1 185 Ind^ustrial Arts Equipnfipnt — r for example, weld- 
ing apparatus, lathes, power saws, and hand tools. I 

I \ ''I' • / 

1 186 . Music Equipment — for example, pianos, instru- ^ 
ments,' and uniforms, ^ " , 

1187 Physical Education.- Equipment — for example , 
^ game equipment,* gymnastics equipment, and # 

equipment for physical rehabilitation. ' , 

1188 Scientific Laboratory Equipment — for example, 
^ utility outlets, bunsen burners, microscopes, and* , 

, balances. " , 

1189 Other Subject-Matter4lelated Device — equips 
/ ment^for subject-matter areas, not given* above. ^ 

1190 Other Instructional Device — any device used for instruc- 
tional purposes, not classified above. 

1200 Recorded Instructional Materials'^ — instructional materials that are 
• , ^ ' nonmechanical in nature and are ready for use in the instructional o 

^ ' ' process, usually*with some sort of content or ipstructional messagt * 

' incorporated* into them. * ^ 4. * ^ ' 

'1210 Audiorecording Materials — materials on which sound * . 
^ ^ (only) is stored and can be reprpduced (played back median? 

.. _ : . . ■ . V ■ 

^ ' ^'Handbook X, page 17, defines mUterials in the same manner xYi^X^supplies are defined in chapter 7 of this handbook. However • ^ • 

several items classified m Handbook X as recorded instructional materials, such as library books, certain shops ahd laboratory * * 
models, and certam globcs,?might well be classified as equtpment under the defmituni^ this hand^ookt Since the classification 
these itcjms as either supplies or equipment is not entirely clear, cla^ificatipn 1200, Inefuuctional Materials is prcsentcdJiere so that 
* each LEA choosing to account for these 4nstructio||i materials as cquipmenftan dyso. In determining which instructional materials 
^ . arc to be classified as equipment, use Jhe criteria ^ 
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acoompanyimg discussion o^his topic prescifrt^ in chapter 7, pp. 98*99 . as ^ 
Q guide. Full bibliographic information ^or^ Handbbok X is Cpntained in appcndjfx E. ' . 
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Reference ; • * - 

dumber^ Data-Item Name and Definition; Data-Entry Code, Name, and Definition 

ically and/or electcpaically), s^ch as certain preretbrded \ 
records and tapej*/ « \ 
^ 1220 . Computer Materials — materials intended for use-witji a 

^ • ^ computer, 'eijtec as input or output, suclf as prerecorded^ 

- , ^ ^ " computer tapes oV sample printouts. 

^1230 Electronic Display Materials — materials on ^hich signals 
• • • are recorded for use through electronkr display on a cathode 
ray tube, usually television-, ^exclu<M| recorded materials 
^ ^ for computer pUtput og a cafhode. r^y tublJ, including such 
items as certain videotapes, videodiscs, or video, cassettes. 
1240 Projected aitd Magnified Materials — recorded visual mate- 
rials intended \o be enlarged, magnified, or projected for 
use^ including such items as motion -picture films, holo- , 
V graphic materials, filmstrips, and microforms. 
1^50 Printed/ Pictorial Materials two-dimensiotiafl materials 
. with ^verbal or pictorial information that do not Usually re- 
quire special equipment or magnification for use, including 
books (usually not textbooks). * . 

1260 Three-Dimensional Materials materials that are most 
' easily' classified in terms of their' three-dimensional aspects, 
'including certain shop and laboratory models, large globes, 
/ ^ ^ e?Chibits, dioramas, and other realia, " ^ 

1 270 , Multimedia Kits — a cqHeption oH-ecbrded materials from 
two or more types of medi|,w.KiTs consisting of recorded' 
materials^of the same type should be recor^eH under their 
appropriate d^t^j^rTtry. 121^ or 12^0.* ' ^ , ^ 




1290 Other Recorded Instructional Materials-- any reWfoei 
• / '^^ instructional^ materials qualifying as equipment (see chap- 

% ter 7, pp. 9^-101 ) and not classified rabove, 
. . 1900 Other Instr^uctionai Equipment'^— any instructional equipmefht not 

* * ' classified above. • 

. - 2000 OTffEJR .EQUIPMEIilT — equipment not classified under data entry 1000 as 

instructiona^equipment. . ' • • , 

21 OO Furniture — equipment, used"* for sitting; as a support for, writi'ng, 
drawii^, experimentation, and work activities; as Storage space for 
^ • matferiJ items; or for decorative purpl?ses; including all furniture ' 

♦ ' ^ uspd for instruction unless classified elsewhere under (iata entry 1000 

, • ' ) * f. Ips'tructionaPEquipment(particulajly under data entry 1180 Subjectr 

) ' • ' Matter-Related Device). ^ \ - * . 

2200 Machinery and Apparatus — equipment th^t transmits "of modifies 
- * \, fdrce-and motion so as to pefforip some desired kind of work, usually 

comp^ed of a complex combination of parts; excluding, vehicles ani 
• . V . any itia^^ 

' ' ? tionai^quipment. Equipment used for both instructional purposes 

and support purposes, ^such as>a, computer, should be accounted for 
. * • • < ' under the classification best describing its primary use. 
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PROPERTY ACCOUNTING 



Reference ^ ' • , ' ♦ 

' number Da'ta-Item Name and Definition; I^ata^try Code, Name, and Definftion 

'400 Series: EQUIPMENT— *Co/i/mw^rf 7 • — \ 



A 





/ 



2210 Hand Tools^— instruments, .machinery, and apparatuV(hat 
. ' may be picked up in the hands and/yr^ moved as individillal , 
units during. the performance,of "their .primary functions)r 
soch as power mowers, vacuum cleaners,'drills, and wrencWi' 

' ^ sets. ^ ' 

2220' , Bencli, Des^, or Floor Machinery (Office) ^^achinery and 
^ apparatus that, under norm^al operation, remains statioijary 
on a bench, desk, or floor during operation, and is^typically 
^ used in an office environment (rather than, for instance, a i 

repair sj(bp), such as^ypewriters, calculating machines, arid 
^ ' duplicators. ' ♦ ' ' - * 

2230 Bench, Desk; or Floor Machiner^L(Nonoffice) — "machinery- _ ■ * 
^nd apparatus that, under normal operation^ Remains sta- '- 
U^nary on a bench, d^)c> floor durihg operation, and i§ 
norpially lised in an environment other than an office or ah 
instructional setting (such an environment might be a repair ' 
shop, for example). ^ • ' 

2240 HeAvy Construction Machinery — self-propelled and 
atta(^menT-type machinery or. apparatus that ^ is used in 
^ , heavy construction Xvork, such as excavating; constructing ^ 
buildmgs, road^, and sidewalks; and demolishing buildings. 
^ • ^ For example; cranes, bulldozer^,' graders, power shovels, 
J and concrete mixers. Major attachments' that can Ije oper- 

. a'ted interchangeably with two or more pieces orf heavy 
construction* machinery are accounted for se^rately. 
Vehicles {such as duifip trucks, concrete mixeyif^frocks, and 
water sprinkler trucks) that may be used in connection with ' 
• heavy construction work are not classified here ^tut -under 
, ' .2300*Vehicles. . ^ . 



\iL/ 




Vehides — equipment used to transport persons or objects; examples ♦ 
are~automobiles,' trucks; aircraft, buses, station wagons, vans, boats, 
including trailer-type equipment and-othir attachments operated 
from such vehicles, but excluding vehicles classified as instructional 
equipment under data fentry 1000 (particularly under data entty 1 183 
•Driver Education Equipment). ' * 

Other . ' . 

• ^ - \ ' ' . r 

S'CRIPTlbN OF EQUIPMENPi — A brief jlescription of an item of equipment, using 
the key noun or description first. For example, "desk, wood, 5' X 5'." (The Association for 
Educ^ional D^ta Systems (AEDjB)) has developed a structured approach to detaifed coding 
of the most important characteristics of an equipment item. See AEDS Property Classifica- 
tion Code Manual, iPublication No. 714, Washington, D.C, January 1963.) 



2900 
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*Dcpettding"& coding sy^tttm used by the LEA, it is possible to incorporate datft^try code^suggested in 403 |quip- 
mcnt Type tacj/or the informatioh suggested in 404 Equipment Descr^tion into the Equ^mcnt Inventory Number d^ribcd 
data item 40i . /i 
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• Referenc?N^ - ' j\ ^ ' . ^ 

number D^ta-Item Name and Definition; Data-tntry Code, Name, and Definition 

405 /EQUIPMEP*^ jyiOSlLITY — The mobility of an item of equipment The followmg codes 
. , • £fre suggested: , , / ^ , ~ ^ - ^ V 

M , \ BUILT-IiygEQUIPilENT (BUILDIN^Q) —^equipment that is\n^ntegral part of a 

" , building and permanenfly attached thereto (see also chapter 7J p. 99). 
, ; "2/ 'built-in EQUIP\lEJ^T (SITE) equipment that is an integral part of a site ■ 
and permanently aitached thereto. * 
. •* • 3 MOV>«^LE EQUIPMENT — equipment that is transportable from one locations 
, .'to another witho/it appreciable damag^ or change to the location from which it is 

* *^ * - removed or to the location where it is installed (see also chapter 7, p, 99). 

406 , SERI/^. NUMBER — A unique identifying number permanently inscribed or attached to 
> . . , an.equipmentjtem by the manufacturer. The serial number is significant only for items under 
( " ui>it control. - ' ' . 

4i)3r VENDOR NAME OR NUiyiBER — The name or number of the vendor of the item being 
, ^ described, or the numeric identification assigned .to the vendor by the LEA's purchasing 6r 
accounts payable systeni. (For use where the vendor and roanufacturer ar^ different.) *r 
' * 408 MANl)RA£TURER N^ME OR NUMBER ^ The name of the manufactiirer^of the item 
^ being- described,, or thfe numeric identification assigned by the LEAD'S purchasing or accounts 

payable systems. . , ^ . • . % ^ 

409 ' MAKE OIR BRAND — The brand name or other name to differentiate between sin]ilar items 
. • in the manufacturer's prodHot line. ^ . ' . 

410 MODEL NUMBER — The identifying number given a particular merchandise item by the 
manufacturer to differentiate it from similar items in the manufacturer's product^ine. 

* 411 ' oWnERSHIP of EQUIPMENT — A* numerical designation^ indicating ownership of an 
equipment item. The following codes are suggested: 

^ ' y LEAr(yWNED — owned by the LEA or under its contmj^ti^ejgh a contract to 

^ . purfchase. ' . ^ ^ • . • 

2 ^UNIClPALLY OWNED — " owned by a municipal unit of government (not'the 
unit operating the schools) and used for LEA purposes. * , . 

AUTHGRITY-OVVNED — owned'by a public school housing authority, used for 
LEA purposed. * • ' ' ^ 

• . ^T^ OTHiER PUBLIC OWJNfERSHIF — owned by county. State,- Federal, or-other 

^ , governmental agency'and used for LEA purposes. 

5 NONPUBLICLY OWNED^-- other "th^n publicly owned, and used by ah LEA 
or under its jurisdiction for LEA purposes. * . 

SHAR^ OWNEJRSHIP — owned^by two or more ^encies, pyblib or private. " 
; ^ 9 OTHERS % . ^ 

, ' 412 PHYSIpAL LOCATION OF EQUIPMENT The place where an item of equipment is 

normally located. In the'cas^ of equipment housed at a centrallocation^ut* dispatched to 
aiTd used at several other locations\ such as a film projector or^awn mower, in^icate-the 
' , location where the item is normally housed or stored wlienyiot in use. Equipment on loan 

and lodated outside the LEA should be noted as such in^his data item. ... 

$ 413 qRGAN^ZATICySIALJ^ESPONSIBIuWFOR EQUl^ \ 

* or other operational unit having control over and responsibility for an item of equipment 
O ' (see data items 204 School or Other .^exational • Unit Name and 205 School 

ERIC . - . ^ , ' . > 
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Reference • ^ * r ' ^ 

number Data-Item N^me and Definition; Data-Entry Codd, Name^ and Definition 

^00 Series: EQUIPMENT — Con/m«e</ 

/ * ' , r » ♦ • ' 

4 ^ ^ ' ^ ^ ^ t S ♦ 

, ^ or Other C^er^ignal IJnit Numbet) This data item can be deveiopatfinto a cost allocation code 
for allocating equipment costs to organizational « or budgetary u^nits of .the LEA, but 



\ 



such an application is only-recoramended for automated propeiw or equi^ent accounting 
♦ systems. ^ > - 

414 RESPONSIBLE INDIVIDUAL - The person within the school, department, or other orga- 
) . ' nizational unit indicated in data item^413 who has direct personal responsibility for the 

' I security aild..use or distribution of an item of equiptnent. NanAe or title can be used here. 

/ . ^' 

— EQUIPMENT ACQUISITION AND COST INFORMATION ^ 

i ^ ' * ' ^ . 

415 J^E^N OR US^D ATTII^E OF ACQUISITION — The^tatus of an itete at time of acquisi- 
. r ' , tion. Yhe following codes are suggested: 

f * * ^ ' ' . 

1 NEW ^ , 

2 . LtSED, S^IRPL^S, — obtained from Federal government surplus source in used 
^condition. - ' s 

^ USED, NONSURPLUS p obtained mused conditiqllfroniany source otherjhan 
Federal govenpnent sutoius. * 

416 ^^HOD OF EQUIPME>«:^QaiSITJON — The means^by which an item was ob- 

taiped. The- following codes are su'ggei^tW: ^ 

■ 1 ^ PURCHASE obtained in exchange for Ca^K or otfter valua^e conaderation, 
\ ▼ except property. ; / . ^ ^ 

2 LEASE (RENT) — obtainediifrom the ownerfor ^ JiXfed period of time ^in consider- 
ation for periodic cash payments. Lease/ purchase is included here untH R^irchase 

* is complete/ ' ^ ' ,s * » / 

3 LOAN — obtained for timporary Use, at no cost or for a token amounts 
"4 GIFT ^ obtained permanently without consideration. ^ . 

5 ^ EXCHANGE — obtained in excfiange for anolher equipment item' or other item 

of property^ ^ , *. ' • ^ ^ . . 

6 BOUNDARY CHANGE — acqjiisition by appropriation of a site or building and 
its contents ^thrqugh expansiQn *of LEA boundaries, 'including annexation, con- 
solidation,' or reorganiiati<?nu^ * ' / 

.7 CONSTRUCTION BY LEA PERj^NNELJ-Yrfade by LEA staff or students. 
9> OTHER ^ . T^ ' 

, 417 DATE OF^QUJPMENT ACQUISITION — fThe date'a p^rjicular. equipment item was 
acquired, ^pressed in month-day-year form; fopa leaded or rented item, the day on which 
^ * the lease or rent- began. , ^ ^ . • 

, 418 COST OF iQUIPMEI^JT ACQUISITION — The Coital cost.to purchase or otherwise acquije 
. an item (ff equipment, expressed in dollars. (SeQ Cost of Ecjuipment^Acqui^itionln chapter 6, 
p. 921 



419 ANNUAL COST OF EQUIPMENT LEASE The^^otal lease cost ot reiital, in dollars,^or 
a 12-month period. - , ) * 

420 TERM OF EQUIPM ENT LEASE — The period for which a lease is in' force, expressed ift 
months, ye^rs.or'a combination of both. * \ 

86 . .. 
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Reference <r 

•dumber Dat,a-Item }*^ame and D^2tJ&h**aata-Entry Code, Name, and Definition 



421 



422 



423 



J 



424 



425 



426- 



427 




iSOURCE OF FUNDS FOR EQUIPMENT ACQUISITION — The agency, governmental 
or otherwise, which appropriated the money used to acquire the^item. This data item should 
compatible with the source-of-funds dimension used in the LEA's fmahcial accounting 
system. There may be more-than one source of funds for a given purchase. 
NUMBER OF UNITS (EQl|IPMENTUNDER GROUP CONTROL) — The total number 
bf individual item units in a particiilar equipment group under group control, ^ ' 

UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) — The standard 
guantity bj^^ 'Which an item or group of items undjgr group control is described, T^ie following ^ 
codes are suggested: * ' ^ »^ * ' ^ 

i. SINGLE ITEM ' / . ' 

* .2* PAIRS • . . , - . ' ' 

3 ' SETS^ ' . • . . , ^ 

4 KITS^ , t . . - ' \ 

AVERAGB'UNIT COST (EQUIPMENT UNDER GROUP CONTROL) — The total cost 

of acquisition of all individual equipment items within a group, dividedjby the number of ^ 

items m the group. > • X ' • ^ 

EXPECJED'^US'E^jtJL LIFE OF EQUIPMENT — The number of yeafs an equipment item 
expected K) fulfill its intended function. Useful life begins on the deUe of acquisition (data 
item 417),* and is ^ften used ^ the period over whiclf'^reciation i&;calculated. * ^ ^ 
DEPRECIATION METHOD — The method of forn^Wa forcalculatingrfhe annual deprecia- 
tion amouht^of a fixed asset*. Straight-line depreciation is a comnion1fnethod( in edijcatKmv^ 
accojinting (cost less estimated salvage valu^, divided by useful life, equals annual-deprecia- \ 
tion) although other methods may be justified, depending on the circumstances. ^ \ 
BOOK VALUE OF EQUIPMENT ^. The value x)f'an item as shown on the owning age ncy'y ' ^ 
accounting records. This is usually original cost^ss any d^precfiation. 
JVIARKET VALUE OF EQUIPMENT — T^e appraised or estimated dollar value for which 
an equipment item currentlj; coutd be sold. A recent purchase or sale piice,of a similar item ^ ^ 
would be a good approximation. ' - / ^ , . ' . - 



429 METHOD OF ESTIMATING MARKET VALUE — The means by which market yalug; is 



determined: The following codes arB'suggested: 



1 



Af^PRAISAL 



person trained or experienced in deter- 
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^a judgn^nt of value byjtoi 
mining-property Values. ^ •'^Jl^-. • » 

SALE PRICE — the price at which a sirpilar item was sold. 
OFFER TO PURCHASE — a legal document representing an offer to purchase 
the equi^meSt item. 

• 9. /OTHER. // \ I ^ 

REPLACEME^JT COST OF EQUIPiwENT — The cost^ at current, prices, to^iieplace'^kn 
it^m of. equipment with another of new^material of like kind and'quafity. • I 
M^THOa OF ESTIMATING REPLACEMENT COST — The means by ^4iidvVe<)lace* 
men! .cost is determined. The following codes are suggested: * , 
/ m! -bid OR-QUOTE'— boija- fide quotation from' manufacturer, vendor or other 
. supplier. ^ ' ' , \. 

9 ' OTHER^ . * ^ . * * , ^ 

INSURED VAL-UE O'f'EQUI-PMENT — The dollar ^m^fijnt foi;^ which the^item of equip- • 
ment is insured, if it is insured on a policy (os floater oNider) of its oAvn 
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Reference ^ - ' > - 

number ^ Data-Item Name and Definition;- Data-fntry Code, Name, and Definition^ 

4bO Series: EQUIPMENT — Ln/miierf ' 

, ' — EQUIPMENT REPAIR AND MAINTENANCE INFORMATION — . . 

433 CONDITION OF EQUIPMENT — An indication of the r^ative ability of the equipment to* 
j . ' function as intended: * - . « ^ ^ 

434 EQUIPMENT MAINTENANCE ^kHEDULE — The intefvals at which an equipment jtem 
is to he serviced in order to maintain theikem in working ^order. The following codes are 

. suggested: ^ * ^ 

* 1 ANNUALLY ' . . » . ^ 

2 QUARTERLY . ^ : \ 

' \ . " 3 MONTHLY ' ^ - \ 

4 * .WEEKLY ^ ' ' • \ ^ ^ 

'* * 5 ' AFTER EACH USE * ^ ^ 

^ . ^ 9 OTHER * ^ . * ' ' 

^435 , EXPLANATION Of EQUIPMENT REPAip. .OR .MAINTENANCE WORK PER-, 
fOR*MED — jjpe typ^ of work performed on an equipment item. The following codes are 
• ^ " suggested: ^ ^ ^ • ' - * 

• • '.1 REFAIR — re|)lacement of fjajts or jninor restoration. . . • * » ' 

. 2 -REbIuLT -j^majort^re^tofation Jo original or 'nearly original condition.^ 
. ' 3 ' MODIFICATION — change m. original shape or appearance. , • 




)4^ MAINjTEN^NCE" — regularly' scheduled servicing of equipment.^ . ^ * - " .J* 
' 9[ pTHER . ' ^ • / * » * ' • 

436 DATE EQUIPMENT REPAiR OR WAlNTENANol WORK COMPLETED - Thedate - 
^ repair or' maintenance work was cort>pleted on an i{em, in month-day-year form 



COST OF EQUIPMENTREPAIR OR jMAINl^lVAIStCE WORK- Thfeco^f repairer 
maintenance work performed on'ap item of equipment, expressed- in dollars. 

EQUIPMENT WARRANTY EXPIRATION DATE — The date on which ^ny waMnty or 
. • guarantee {qr replacement parts%or repair service pKpires» in month-day-year form. 

: • ^ ^ ^ ^ ^ \. ' < . • • 

\ - ^ • * -^Hf^SFOS/T/ONOf^EQUIPMENT ~ ^ 

N'Of - Disposition data are t>picalJ> not p^rt of active equipment files, but should be',m^e part of his-^ 
t^icaljsquipmeril files. / * * . - ' - ♦ • 
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REASON FOR EQUIPMENT DISPOSITIOM — An explanation Jor thedisposition of an 
item*of eqiiipment^ The*folIowing cades are suggested: ^ } 

I TECHrJiCAL OBSOLESCENCE — no longer usefur^r no longer efficient be- 
^* j tausS of technical' improvements in similar types of equipment. ^ 

^ ' 2 L^^pO .CONGER ^R VICE ABLE ^ worn iut beyond Serviceability ^dr repair. 

3' NOT C05T EFFECTIVE — less cOstly to dispose of than to'^maintain for'use. 

. 4^ THEFT OR VANDALISM — disappe^ra'nce by theft "or dosiruction by vandalism.^ 

. 5 ^CASUALTY LO^S — destroyed or rendered, useless by a casualty, sucli as fire, 
^ flood, or earthquake. 



6 ' ^ND OF LEASE — terminationoyease agreement. 
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Reference *• . ' 

> Number Data-Item Name and Definition; Data-Entry Code,^Name, andOefinitio*' 

7 LOAN.. RECALLED ^temporary use of equipm^t terminated. ' : . 

8 NQ LONGER NEEDED BY LEA ' v ^ , 

9 OTHER ^ . N. X ? 
DATE OF EQUIPMENT DISPOSITll)N — The <}at« on which the dispositi^ of an item 

...1 1^*^^ : ♦u ^« ' f < ' \ ' 



4^ 



^ ^ was completed, in month-day-year form. ^ 

441 * METHOD OF EQUKWENT DISPOSITION — The fne^'ns by v^^^ / 
^ . was disposed. The Jollowing codes are suggested*. , * ^* ^ fe* * ^ 

' • \, 1 SAL'E^ releSised for cash or other valuable consideration. 

2' LOSS^BY THEFT \ , ^ ^ • 

3 * GlFj — released without consideration of value to another agency for its use. 

4 RETURNED TO LENDER OR LESSOR — released to the entity that originally 
donated, leased, or rented the equipment to the LtA. / <==^ 

5 SCRAPPED — discarded; not released to another ag&ncy forjts use. 

/ * 6 TRADE-IN — released in partial payment for>anothier equipment item, 

/ 9 OTHER ^ ^ . 

*442 NET PROCEEDS FROM EQUIPMENT DISPOSITK))^! — The dollar value received from 

the disposal of an eqiAment item. t t * • ^ 

443 RECEIVING FUND FOR EQyiPMElNJT DISPOSITION PROCEEDS - The fund into ^ 
' whic^ proceeds from the disposal of an equipment item are deposf^^This data it^m should 
tfe compatible with the source-of-funds dimension used in the*LEA*s financial accounting 
system. There may be more than one Receiving fund for a given disposaPtransaction. 



OTH^R POTENTIALLY tJSEFUL EqUIPME^T-RELATED DATA IT^S 

The following list has been included as a s(We of ideas for de\ elopiqg additional data items for an eqiiip- 
'menfinformation file. Thifi list' is not-exhaustive; other "possibilities exist. ' , ,^ 

' • PR6dRAM ASSICNMENJ- (This provides a lower levfel of equipment allocation than dofes data 
it^m 413 Organizational Respbnsibility for Equipment. However, the 'more often an equipment 
item changes program assignment, the giore effort is required in keeping this information. 
• current.),^ . < ^ ' ' * , v « • ' ^ 

_ " iRSION CLAUSE -i • ' ' ' - r ' 

' SOURCE OF REPAIR OR MAINTENANCE WORK (such ?s outside contractor or jn-House) i 

• ENERGY RATING OF EQUIPMENT , . ^ 

Specialized I nfoi'mation on Vehicles: , ' f 

• COST OF CHASSIS - . • ' . 

• MAKE OF CHASSIS • ' - 

• YEAR CHASSIS. MANUFACTURED ' . " . ' 

• COSTOFBOgY . - , ' '4> . 
' MAKE OF BODY , / 



' • RAOIO^YSTEM (TWO-WAY) (yes/ no) ' , 
' ' • YEARVBODY MANUFACTURED 
CD?/-- • RATED CAPACITY OF BODY •. ^. 



■r > 



y 



Chapter 6 

MEASURES RELATING. TO SCHOOL PROPERTY 



The purpose of this chapter is to present jn one ^ 
place Id^initions for some of the jiore convnon ' 
measures of school property. ▼ 

Effective facilities matjapement'includes careful, 
planning of new constructipn and. alternatives, * 
careful scheduling of facilitfes utilization, syste- 
niatic assignment of classes or groups of students 
and teachers to the spac^ and equipn^nt available, 
and rapid development of alternative methods of 
facilities^atilization.in times of jncreasS or reduc- 
' lion in demand for schools. To assist in accomp- 
lishing these many management tasks, measures of 
schDbl property are needed. For comparability of 
informaftioh among LEA's and amopg States,^ 

* standardization is needed?In tfiis chapter; standard 

* definitions of the more common measures- used in* 
* school 4)roperty accounting are offored.^ 

' ^ Measures involving school property cafi be^ 
compared when they: ^ . ' . 

\ • art based upon standardized ihformation; , 

• apply to comparable a(Jininistrativeunits^.g. 
schools, LEA'S, intwmediate administrative 

. units, or States); » 

• are applied over c^ojnparable time periods 
4rid/or::af comparable points in time; 

• are related to the same definable units such as** 
square feet pr dollars; 

• are computed by the same. process. ^ 

Some of the measures {(i this chapter have been' 
^ taken from the reconunendatiohs of the American 
National Standards Institute and thejAmerican^ 
^Institute of Architects. Other definitions derive 
' from jthe^ initial version of this publication (iVop- 
tny Accounting for Local and State School Sys- 
tepts; State EducatioAl Records ^and Reports 
Series: Jlandboc^ III, m9). 



While many of the measures' presented in this 
chapter are discussed in othe^ parts of the hand- 
book^the need for a ready reference to such gauges 
has prompted the inclusion of this chapter. In 
many Instances, a measure is also a data item that 
'has been' defined in chapter 5. In these cases, the 
definition has been repeated in quotes, followed by 
a parenthetical reference to the data item. 

Area of Adjunct, Floor 

"The areaMn square feet (squ^e inelers) of>an 
adjunct. Adjunct space is measured betweei^the 
principal waU'faces at or near floor level, phiS 
• wall case or alcove spaces, or both, opening into 
' and designed to serve the activity carried on in 
> .the space!" (Dat^ item 3i3, p. 74 > 

*. 

Area of Budding, Architectural 

The arcbiteCtural'area of a building is the sum of 
the are§s pf.the several, floors of the building,^ 
■ including, basements, mezzanine and interme- 
diate floored tiers arlisi penthouses dfheadrocrm , 
height,, measured from the exterior •4'accs jMs^ 
exterior walls or from the ccnterline of wJ&te 
separating buildings. Gbvered walkways, open 
. roofed-ovef areas that 'are paved, pocdhes anjT 
limilar spaces shall have the architectural area 
/multiplied by ^n arca^factor of 0.50. Tha archi? 
tectural area does not include such felktures as 
pipe .trenches, exterior terraces or stcpi, chim- 
' neys, roof overhangs*^ etc.' i . ' ^ 



Arcaof Building, Gross Floor- ' : i» 

"The gross area of a building is the sum of the 
• areas at dach. floor*" level included within the . 

' J**Thc Architectural Area aird Volume of Bui!cfings,*\ Ddcu- - 
mcnt DlOli The American Institute of Aichiiects. Washingtdn, 
D.C, June 1974. p. I. 



] 
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principal outside faces of exterior w^Hs, neglect- ^ 
^ng architectural' setbaclcs or projections. In- 
clude all stories or.areas tha< have floor surfaces;; 
with clear's.tanding h^ad room (6 feet 6 inched 
[1.98 meters] minimunt)'r4;ardljess of their use. s 
^Include me^nines, balconies, and library stack 
fioor^ 01^ to the extent of 4heir actual floor 
areai do not include ui^enclosed are^s under the 
fir&tyiloor. Where a ground leVel or intermediate 
stdry, or part "thereof, is left unenclosed, con- 
sider the gross area of the unenclosed story as 
the projected area of the story above. Exclude 
all unroofed areas and! unenclosed roofed-over 
spaces. Uriei^closed hoofed areas that have been 
'included iq original cost contracts can be ex- 
cluded on a computed or estimated basis for the 
development oN comparative data' of gross 
building areas and 'costs."^ (Data item 240, p. 

TThfe area of passageways ehclosed with similar 
^ype and quality of construction'as the building' 
prfipe;, and of tunnels jvith clear standing.head 
room pf at least 6 feet 6 inches [1.^8 hieter5],are 
included in the gross area of k building, -^hen 
such passageways » or funnels connect two or' 
more buildings, their' area should, be counted, 
only onoe, but "^may ;be divided '%p\ong the 
buildings ip any suitable manner. .The area of 
covered passage-ways that ah^not enclosed with, 
similar type and quality of construction as the 
building propir are^excluaed frq||^e 



builcfing area. 



le gross 



Area of Building; Total Assignable Floor 



J 



/'^^ total area in square feet Square meters) of 
"alhsoace Vail^ble \or assignment to, or We by, 
blowing occupants to carry out their functions 
and responsibilities. Assignable space consists, 
of jegular instructional space, special instruc- 
tional space, learning resources space, liultiple 
purpose «pacd, support space, and other assign- 
able space, multiple* purpose ^pace, Support 
space, and other assigi^able space 
3&4 (datajntries 1000,' 1100, l/OO, ISCNO, 14p0, 
1500, and\900) on pp» 67-71 for definitions of 
thes6 types of assignable Spaces. Circulation, 



ERIC 



^American Standard Methods of' Determining Areai in 
Schoo^Buildings,** American Standards Association, Inc., (now 
known as the American National Standards Institute, Inc.) Niw 
York, approved August 4, 19^8, p. 5 knd p.7. ' * . 



PROPERTY ACC0UNTING 

qijstodial, mechanical, an^ structufal space^j^re 
considered nonassignable spaces and ar^yx- 
eluded. See data item 304 (d^ta entries 2000, 
irnO, 2200,, 2300, ^nd 2400) oh p. 71 f^ 
-definitions of^these types of nonassignable spa- 
ces. See:also tjie definition of Flopr Area of 
Space in'data item 302,. p. 67 r (Data iteni 241, 
.p. 57) 



Area of Disaster Shelter 



Tfte number of .square feet »(square metors) 
enclosed by a disaster ^rotecrioij^area that ifieets' 
''^standards of the State or Federal agency respond ^ 
sible for disaster, protection/ (Data item 247,' p. 

58)^ , ^: ' * ^ 



/ 



^ 



Area of Le^ing Resources Space, '^talTIoor 

"The iotal aria in*square feet (square meter's) of 
- ^ all space in a building, including any^atijunct 
space opeifing intb^and serving* learning re- 

• sources space. See dSfe item J04 <^ata' entry 
1300) on p. 69' for the.de^nitiori of Learning 
Resources Space. See,alsothe<lefinition of Floor 
Area 6f a Space in data item 302, ^i. 67 .T (Data 

. item 244, p. ^58 X f ^ 

Area of Regular Instructional Space, Total Floor 

' . "The total ar^ in square feiJt (square meters)x)f 
'all-r^olar instructional space in a building, 
including any adjunct space Opening into ^ and 
serving regular .instructional spac^: See data 
item 304 (data^ entry 1100) on p^. 67,fbf th^ 
definition of Regular Instructional '§pape. See 
^iso the definition of Fl^or Area, of a Space in 

• data item 302, p. 67 (Data itto 242,' p. 



57! 



, Area of Site 



*Tte total number' of devdppe^i and un^devel- 
ppeak^acres (hectares) in a site to the ^learest . 

^tentm including ^ariea^ opcupjf^-* by 'bvlldings, 
walks,\drives, parking facilities; and %|her.im- 
proveirtent to' site. I£ a SQhoSl useVmqrc ihan 

'one piece of lahd; theareajpay-bcthe s'lim of the' 
acres in the sever^TplQceTor a sei)jai:a^e recQ{<]^ 
may be created for H^fimece:**' (Data item \05, 



MEASURE RELATING TO SCHOOL PROPERTY 

V Area of Space, Floor 

/ "'pie'tota^ area in square f$et (square meters) ^ 
measur^ between the principal wall faces at or 
near flo6r level, plus .wall case or alcove spaces, 
or both? ojfening into and designed to serve tlie 
activity carriejd on in the space. SlructuraHpaice 
. is excluded, i^djiingts that open into and serve . 
the space are Included. See data item 304 (data 
entry 2400), p. 71- . for the definition of Struct.u-r 

\ral Space.' See data itein.312, 74, for' the 
^ ' definition of Adjunct."^ (D^ta^tem 302, p. 67j). 

Area of^Special Instructional Space", 

• "The tofal area in square fee| (squarc^eters) pf 
'all, special in^^tructiojial. space in a building, 

including^any adjunct space opening jntb and 
^^erving special instructional space. See data 

item 304 (data ei^|ry*1200) on p. 67, for fhe 

definition -of Special Instructional Space. ,See 
' also the definition of Floor .Area of^^^pacelin 

data item 302, p. 67 " (Data item 243T|p.^ 58 ) 

Area,' StartjlArd Net. Assignable \ 

The staH/iaYd net assignable area is that portion 
of th^area available for alignment or rentable 

' to an occupant, includii^g e/Ciynype of space' 
usable b\ 4he occupknt. Jne standard net as- 
signable alrea should be flleasured from the pre- 
dominant inside finish of permanent outer walls 
to -the office sfide of corridors or permanent 
partitions and from center line of adjacent 
. assigned spaces. Where there are_ interior spaces 
surrounded by corridoi^s^ mSksurem^^nt shall be 
from the inside fgicie^enclosing walls.^ncJudec| ' 
should be sp^ sulxJiVisions for occupant use; 
\ i.e., offices, file rooms, office storage rooms, etc. 
. Deductions shoufd nor be made for columns 
,and projections necessary to tfie building or for 

I ^partitions subdividing space.'* ' < • 

Ayerage' Unit Cost (Equipment Under Group 
' • Control)^ . ' ^ ^ ' 

J **The total cost -of acquisition of all individual 
equiprtient items within a.group, divided by the 
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^Adapted from **Amcrican Stan'dard Methods of Dctcf mm- 
'"'ing Areas in School Buildings." American Standards Associa- 
tion, inc. (now known as the Amerlfan National Standards 
kstitutc, inc.), New York, approved August 4, 1958, p. 6., 
1 ' .'♦The Architectural Area and Volume of Build ings,** Docu- 
ment DlOl, The American Institute of Architects, Washmgton, 
D.C., June 1974, "^2. 
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' nUmb* of items in the group." (Data item 424^, p. 
158)^ ^ , ^ 

Book Value " . ]^ 

The value^ of the property as shown on the 
^ ^wning unit's books. This is usually original 
cost less depreciation when depreciation (appre- 
ciation) can be determined: 
This i^ applicable td ^ites, (land and impHDve- ^ . 
"ments), buildings, and equipment. It does not 
involve any considei^ion of current marJcet 
value. 

Capacity ofa^iiilding, Student ^ 

"The'number of students that can be accommo- 
dated in the building for the school day accord- 
ing to existing State-approved standa^s, exclu- 
, sive of multiple sessions. Student capacity of a 
' ^^ven building is dependent upon e;iisting stand- 
*^ds oV peljcies governing the operation of the 
school in question with respect to three major 
eleme nts: s tudent/ teacher ratios, organization ^ 
of the school, ancf educational program of "the ^ . - 
' school. Once established, this ^figure should be • 
changed only when the standards or policies ^ 
regulating the three elements are definitely-p , 
changed or when there is a change affectihg--- 
student capacity as a result of additions to, of 
- remodeling of, a building." (Data item 21 1, p. 
, 52) , 



See ^so Capacity of a Space, Student. 



Cat)acity of a Space, Student 



"The number of students that can be accomi^- * 
dated in a space at one time when the space is 
being used. for the purpose for which it wa^ . 
designed, according to existing State-approved 
stancjards. Student capacity of ^ given space is < 
dependent upon existing standards or policies 

"govefning the operation of the school and space 
in question with respect to three major elements: 

, student /teacher ratios, organization of the 
school, and the educational program for which-^ 
the space Was designed and/or equipped. Once- 
established, this figure shotild.be changed -only* 
when the standards or policies regulating the 
three elements^ arp definitely changed or when ^ 
there is a change affecting student capacity as a 
resCilt of additions to, or ren\odeling of, the 
space." (Data^ item 305, p. 
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Spaces designed and/ or ecfUipped for multiple 
purposes ipay have more than one applicable 
• student capacity. For example^ a gymnatorium 
can be used as a gymnasium or an auditorium, 
and eiach may have a different design opacity. 
Student capacity for such spaces be re- 
corded in the form of a range, for example, 
' "159-200." \ ^ 

It is important to note that the ^m of student 
^ capacities for all spaces hi a building will not \ 
necessarily equal the student capacity of^the 
building since all spaces usually are not ex- 
pected to be occupied fully at the same time. 

See also Capacity of a Buildilig, Student, p. 89 ; X 
data Item 305 Student Capacity of a Space, p. 
72 ; ayd data item 306 Numbe^r of Fixed Stu- 
dent Stations, p. 72 . 

^ Capacity of Available Parking Areas Off Site 

"Tl^e esl^ated total number of vehicles (typi- 
. cally automobiles) That can be parked irViareas 
not owned, leased, rented, or otherwise opn- ^ 
trolled by the LEA, but are near this Site and 
av^iltbl|>to»LEA students. or employees. PaJ;lc- 
ing^ areas on strfeets should not be counted." 
(Data item 111, p, 43) 

Capacity of Cooling Systef^i ' \ • ' ! ' " 

* "J 

"The current output or the rated output o^a 
cooling system, tsiially measured in British \ 
Thermal Uniis(BWs)."( Data item 260, p. 61 ) \ ' 
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Capacity of Space 

See Capacity of a' Space, Student, p. 89. 

Capacity of Unpaved Parking Areas On Site^ 

"The total number of vehicles that can be 
' parked on all dnj)aved parking areas on the site ^ 
under nor^nalconditidns (without crowding and ^ 
allowing. normal access and egress). Capacity " 
should be determined based on the type of 
vehicle normally parked in each unpaved area 
(auto, bus, etc.). Parking areas on streets should 
not be counted." (Data Item 110, p. 42) 



Construction Cost pf a Building 



\ 



The contract cost of a bpilding plus costs for* 
architectural arid engineering, legal, and educa- 
tional consultative services rendered in^onnec- 
tion witH the building's^ construction, including 
salaries 4nd;expensesJbr-.aiiy such-services that 
-may be, rendered by LEA employee^. *^ 

See also Contract Cost of a Building, p. 90; 
Cost of Aiphitectural and Engineering Services, 
p. 90; Cost of Legal Services, p. 92 ; Cost of 
Educational Cofcsultative Services, p. 92 ; and 
CosJ/of Building Acquisition, p. 9\\ 



^Qo^o 
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Capacity of Seating ; 



'"The current output or th^ rated output of a 
lieating* system, usually measured in 6ritish 
Thernjal Units (BTU's)." (D^ta item ^57, p. 60 ) 

CiTpacity of Paved Parking Areas On^ite 

^ **Tfie totalrnumbe^f vehicles* that can ^bc 
pafkcd on all paveaparkhig areas on t^ ^,gifp> 
uSder normal conditions (without crowding andt^ 
, allowing for nprmal access and egress). Capac- 
ity should 1:>e jdftermined based 'oh the type of 
* vehicle normally parked in each paved srfea 
(auto, btisjitc). Parking areas on streets shpulrf 
not be counted/l (Data item 109,'p 42) 



, Contract Cost of a Building 

The cost for ,the actual erection of a building, 
involving such costs as those^ 'for general . 
construction contracts , plus extras Mt) the 
contractor and less credits, heating and veh^ilat- 
* ing contracts,' pluixibing contract^, electrical 
contracts, painting contracts, built-itt equip- 
ment, and outdol^r underground parts of the 
» building service systems; and any salaries, con- 
struction materials, rental fee* for construction 
equipment, *and similar expenses for construe^ 
tion performed by school district employees. 
Costs for movable equipment are no^ included^ 

See also Cbst of Building Acquisition, p. 91 ; 
and Construc'tion Cost pf a Building, p. 91 . 

Cost of Architectural and Engineering Services 

The cbst of ardSte^tural and engineering servi- 
ces for plans, ^drawings, specifications, legally 



MEASURES RELATING TO SCHOOL PROPERTY 

required plan approval, topographical surveys, 
/test borings^ ancj other surveys made in the 

^ pre4>aration oLbuilding plans; and supervisory 
and consultative services rendered in connection 
wirh^ the construction of a buifding, including 
salaries of school district architects arid engi- 
neers assigned to the project. Costs for prelimi- 
nary sttdies made prror to .the fiscal year in 
which definite authority was received to proceed 
with constrticfion are not capitalized and, there- 
fore, not included. Fees, if any, paid to archi- 
/ tects for writing specifications for movable 

^ I 'equipment are not included. 

See chapter' 7, p/ 99 for the distinction 
between built-in and movable equipment. See 
also Cost of Building Acquisition, p. 91 ; and ' 
Construction Cost of a Building, p. 91 . 
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Cost of Building Acquisition 



"Thfe tolar"cosT~lo ' the tE"A~foT acquiring a 
builcii^g, whether by construction,*purchase, or 
ather means. This includes cost of construction 
contracts, cost of architedHiral and enginej?;ritjg , 
services, cost 'of legal services, cost of ecl«i^^;. 
tional consultative serv^ices, and certain ndiscel- f ^ 
laneous building co^ts." (Data item 217; p. 53 ) 



Whpn a b/ilding^ias been received as a gift, or 
acquired at^ no' cost through annexation or 
reorganization, the'^ntry for its costs is zero plus 
any costs connected with acquiring and coodi- 
t/6nin2 the building for use. LEA's may wish to 
Corel the appraised Wlue at the time the gift 
[was received <see datalwn 225 Market Value of 
uilding, p. 54), but this value figure should 
X be shown as the acquisition of the building. 

In Tii^«£ase of a building acquired as a re ^It of^ 
' annexation or reorganization, the applicable 
cost records o{ tl\e old L£A should be retained 
^y the new owning district for reference pur- 
poses. 

When the actual cost of a building is not known, 
the estimateci ,cost as of the tiftie of acquisition is 
used as the cost figure. Example: for an old 
building wHosq' record has been lost. * 

See also Con^tfiic^on Cost of a^uilding, p. 
91; Cost ^ot Architectural and! Engineering 
Services, .p. 1^ ;^ Cost^of LegaLSejvi££S,.15._92 ; 
Cdst of Educational ^!onsultative Services, p. 
91; cSst of Building, Miscellaneous, p. 91; 
and Contract Cost of a Building, p. 90 . 
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The acquisition post oM building that has been 
erected by the owning DEA is the construction 
cost of the building' Mus any miscellaneous 
expenses of the district connected With the 
construction and accpiisition of llife building, 
such as advertisements for conimfcts and ex- 
penses connected with the salef of bonds. The 
cost oi a building acquisition ^es not include 
debt(^ervice costs (payments of principal, inter- 
est 6n debt, and paying agents' fees). 

Tfhe acquisition'cost of a building that has been^ 
sonstfucted by employees pf the owning LEA 
. consists of. the direct costs for salaries, mate- 
rials, use of eqtiipment, planning and supervi- 
sory services, ^nd other miscellaneous expenses 
connected with the erection of the building, y 

If the building is purchased ox acquired at some 
cost through annexation or reorganization, the 
cost of acquisition consists of the purchase 
price, legal fees, and apy other expenses in- 
curred in connection with the ])urchase of an 
existing bujlffilig. ^ 



Costt)f Building, Construction 

See Construction Cost of a Building, p. 90. 



Cost of Building, Contract 

See Contf^ct Cost of a Building, p. 90. 

Cost of Butting, Miscellaneous 

.( . 

Costs incurred in connection with the acquisi; 
tion of the buifding th^t are not classifiable as 
contract, architectural and engineering, legal, or 
educational consultative costs, such as adver- 
tisements for contracts, expenses cop^ected 
with the sale of bonds, and building permits. 

See Cost of Building Acquisition^ p. 91^Con- 
tract Cost of a Building, p. 90; Cost of Archi- 
tectural and Engineering Services, p. 90; Cost 
of Legal Services,^p. 9i; Cost of Educational 
^ Consultative' Services; and Construction Cost of 
a Building, pp. 92 and 90, respectively. 



r 



94 



92 



PROPERTY ACCOUNTING 



Cosf of Educational Consultative Services 



reg in 



The cost of consultative services, rendered in 
connection with the construction of a builjding, 
that are^med at fitting a building to a schooPs 
educ^tipnal program and are^not classifiable as 
architectural, engineering, or legal services. 

, Costs for consultative services rendered prior to 
the fiscal year in which definite autitbrity \yas 

. recpiv^d ^to^roceed with construction are jiot 

'<includ4-'3f 
'^//*;.. 

See alSo.Cost of Architectural and Engineering 
Services, p. 90; Cost of Legal Services, p. 92; 
Cost 'of Building Acquisition, p. 91; and 
Construction Cost of a Buildin^^. 90 . 

Cost ofEquiptnent Acquisition 

"The total cost to purchase or otherwise acquire 
an item' of equipment, expressed in dollars." 
(DataMtem 418, p. 82) 

Th^ost of an iten) of equipment is the purchase 
price paid by the LEA, including the cost of any 
accessories or attachments, xegardless of when 
they were. purchased, plifs any freight and instal- 
lation trS^rges. Expendhures for repairs to a 
piece of equipment are not included aS part of 
ithe<'cost of the equipment; however, when used 
equipment is purchased reconditioned in 
order to place it in service, such reconditioning 
costs are included as part of the equijA\ent cost.* 
When the actual cost is not known, t^e esti- 
mated cost as of the , time of acquisition is 
substituted. When e^quipnrient has been received 

, as a gift or acquired at no gpst through annexa- 
ti6n or reorganization, the record entry* for its 
cqsts is zero plus any costs cotinected with, 
.^acquiring, installing^^d conditioning it for use. 

* LEA's may wish Btflj^rd* the appraised value 
of sucl> equipment at the time the gift was 
"received (see da^a item 428 Market Value of 
Equipment, p. 83), but this figure should not 
be shown as the cost of acquisitibn. 



Cost of Lease, Annual 

**The total lease cost or rent, in dollars,tor a 12- 
mofith period." (Data item 124, p'. 46; datajtem 
218,;p. 53 , data item 419, 82 ) 



Cost of Legal Services 

^ The cost'of legal services rendered in connection 
with the construction of a building, including 

^ sMaries of school district legal personnel as 
Signed to tMe oroject. Costs for legal services 
rendered priW to the fiscal year in which defi 
nite authority was received to proceed with the 
construction are not capitalized and, therefore, 
not included. Fees, for legal services in connec- 
tion with a boijd issue are excluded; see Cost of 

^ vBuilding, Miscellaneous, p. 91 , for such legal 
fees. . ^^ 

See also Cost of Building Acquisition, p. 91; 
and Constructioti CostNof a Building, p. 90 . 

(2qst pf Modification to Building 

"The. cost, expressed in dollars, of alteration, 
renovation, .or remodeling work performed on a 
building. This cost figure does not include thel 
posts of repair and maintenance to a building.'' - 
(Data item 276, p. 64 ) * / V * 

Cost of Repair and Maintenance Work, Building 

"The cost, .expressed "in -dollars, of repair or 
maintenance wor^ performed oivthe btj^ilding. 
This cost figure ^does not include the costs of 
modifications (alteration, renovation, or remod- 
eling), to a building.'' (Data item 273,*p. ^4 ) 



Cost of Repair or Maintenance Wo^W, Equipment 

"The cost of repair or maintenance work per- 
fo^ed on an item s>f equipment, expressed in 
dollars/' (D^ta item 437,'p. S4)^ 

Cost of Replacement, Building 

"The cost, at currentTJrices, to'replace.a build- 
ing, including its built-in equipment, with mate*' 
i rial ahd equipment of like kind and quality." 
(Data item 227, p. ^4) . 

/ 

The replacemertl cost^ of a, building can be 
Metermined in ' several' diffepent wa^s. One^^f 
these methods is through comparison of the 
bpifijing with ^ recS^ntJfy erected "^building of 
similartlesign and quality, for which cost figllires 
arc available? -Another method is throjugh^th^ 
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application a cost factor per square foot 
(squarJnneter) of floor area or per cubic foot 
(cubic meter) 9f volume. Another is through the 
application ofi^iiilding cost indices which make 
it possible to determine a percentage increase or 
, decrease in building costs over the years 'that, in 
tupn, can be applied to the original cost of 
1 buildings to derive estimates of replacement 
\ tost. Still another method is through a detailed 
\ appraisal showing the quantity of materials, the 
\J^amount of labor, and -the total cost of each 
needed to replace the building at current prices. 
VOr, in yet another instance, -a combination of 
' ^ \pethods which might prove more feasible. 

, Co^t of Replacement, Equipm^t ^ 

.."The^cost, at current'prices, to replace'an item 
of dijuipment' with another of new material of ^ 
like kind and quality." OData item 430, p. 83') 



Cost of S}te i^i^guisition ^ 

"The original pifrchase price paid by the LEA 
^jjjor land, and -all improvements to the land 
exrsting at the? tifne of pur^^se, plus all cost 
'related to acquiring title to the sit^." (Data item 
123, p. 46) , 

Costs related to^ acquiring title to the land 
include appraisat fees, search and titl^ insur- 
^ance* site surveys, and doftdemnation proce- 
dures. 

If the purchase price of the land also includes 
^ some build ings^that are retained for use, the 
,^appraised value of ,the buildings should be 
deducted f/onj^the price of the land and a record 
Established for .the buildings^Jf the buildings are 
sold rather (han retame^l for use, the salvage 
* value shouW be deducted from the price of the 
land. 

When setting up records for land that has been 
' owrfed for some time and for which the actual 
cost is nrft known, the cost figure to use is the 
estimates cost as of the time of acquisition. This , 
figure includes the estimated cost of the land 
^nd any existing improvements^ttJ site for wbich 
actual cost figures are not available. When land 
has been received as a gift, or acquired at no 
cost through annexation or reorganisation, the 
record entry for its cost' is zero plus any .costs 
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related to a<;quiring title.tp the land. LEA's may ^ 
wish to reqord the appraised value of such a site 
at the time the gift wa5 received (see data item , 
1^7 Market Value of §ite' p. 46), 'but this figure 
should not be^shown as the cost of acquisition. ) 

Improvements to site made after land has beeo ^ . 
acquired by an LEA afe not included in the post • 
of land except a^ indicated ia. the preceding 
paragraph.' ' • 



^^^)pst of Site Improvemeat, 

"The co^t, in dollars, of an improvement rfiade 
U) a site, i^ssessmenis for site imnrovemfiritSi- 
made by other governmental un(ts are in- 
clude4." (Data item 131, p. 47i) 
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The cost of a "site improvement /includes the >s 
contract amount for contract worac and salaries 
and other expenses for work performed by 
district employees," plus any otlier expenses 
conneet^i with' any initial installation or exten- 
sion of a site improvement. It alst> irf^3^8 the 
cost of any special assessments agains(^t«^EA 
fgr capital improvements oq^r crff the site,«uch 
as streets, curbs, and drains qn op adj^Cjsnt to 
the site, and any -easements involvea. ' 

When the actual cost of an imprbveritent to site 
is unknown and the cost of t^Jand(i§t. known 
and has been recorded, the cost figureuoBpe is 
the estimated cost at t^Je time the inipr^^rnent 
was made. 

When an improvement to site has been received 
as a gift, or acquired atno cost through annexa- 
tion or reorganization, the record entry for its 
cost is zero plus any costs connected with its 
acquisition and installation. LEA'S iliay wish to 
record the appraised value of such improve- 
. ^nents at the time they were made, but this figure^ 
should not be shown as the cost of the i^proye- 
ment, - 

ImprQ.vements * to site consist oi initial and 
additional ^work (6ther than^^^ilildiMs) pal'- 
formed upon the site and its adjacent ways afifer 
the site has been acquired by the LEA. TflBy 
involve such things as grading (6ther than 
excavation, fill, and backfill necessary for con- 
struction of a foundation for a building),1and- j 
scoping, seeding; and jilanting of sfhVubs and 
ees; constructing new sidewalks, roadways^ 
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• dverpasses, retaining walls, sewers, and storm 
drains; installing water mains, field hydrants 
and sprinkling systems, and outdoor drinking 
fountains; original surfacing and soil treatment 
of athletic fields and tennis courts; furnishing 
and installing for the first time playground 
apparatus built .into the grounds; flagpoles, 
gateways, fences, aqd underground storage 
tanks that are not parts of building service 
systems; and demolition work. 

With respect to service systems, only those 
outdoor systems serving the site are considered 
improvements to site. Outdoor or underground 
mparts of building service systems, such as tanks, 
water mains, sewer mains, and electrical poles 
and lines, are not site improvements; their costs 
ai:5 included as part of the building cost. 

Expenditures for repairs to site improvements 
. or site maintenance are notincluded in4he cost ^ 
of site improvement. 

Cost of Site Maintenance 
• * 

The cost of maintenance work performed on a 
site, expressed in dollars. 

See also data item 134 Cost of Site Maintenance 
or 0>her Work, p. 47. 

Equipment 

See chapter 7, pp, 97-99 , for definitions of 
equipment, built-in equipment, movable equip- 
ment, and supplies. 

Expected Useful Life of Building 

**The number of yeafrs a building is expected to 
fulfill its intended function. Useful life begins on 
the date of acquisition, and is o/ten used as the 
period over whifch depreciation is'"calculated.*' 
(Data item 222, p. 54) 

Expected Useful Life of Equipment ^ 

''*The number of years an equipment item is 
expected to fulfill its intended function. Useful 

'life begins on the date of acquisition and is often 
used as tlte period over which depreciation is, 
calculated.*' (Data item 425, p. 83 ) . 



Market Value of Building 

"The appraised or estimated dollar value for 
which the building currently could be sold. This 
primarily applies to relocatable buildings. A 
recent purchase or sale price of a similar item 
woulji be Osgood appi'oximation." (Data item 
225, p. 54) ' " 



Market Value of Equipment 

"The appraisal or estimated dollar value for 
which an equipment item currently could be 
sold. A ipcent purchase or sale price of a similar 
item would be a good approximation." (Data 
item 428, p. 83) 

Market Value of Site 

"The appraised or estimated dollarCaluTfor 
which ^ site currently could be sold. A recent 
purchase or sale price of a similar item would be 
a good approximation." (Data item 127, p. 46) 



Room 

A space enclosed with walls or partitions, of 
fixed or movable^ type, that provide an accepta- 
ble sound barrier. 



Space Dimensions 

"The approximate length, width, and height of a 
space, in feet (meters), measured between the 
principal wall faces at or n^ar floor level, plus 
wall cases and/ or alcove areas." (Data item 303, 

p. 67) ; 



Story / 

A'group of rooms on the same level, or a floor 
consisting of one room, having clear stanjiing 
headroom of at least 6 feet 6 inches (1.98 meters) 
and whose floor is at or above grade level along 
at least one entire side. "At or abovegrade leveP 



MEASURES RELATING TO SCHOOL Pf^OPERTY 



95 



means that if the horizontal plane of the floor 
were to be extended on the side in question, no 
land within 20 feet (6.09 meters) of the building 
w^uld. be above this plane. 

Volume of Building, Architectural 

The architectural volume (cube or cubage) of a 
building is the sum of the products of the areas, 
defined [under Area of a Building, Architectur- 
al, p. 87 ] fusing the area of a single story for 
multistory portions having' the same area on 
each floor) and the height from the underside of 
the lowest floor^ construction system to the 
average height of the surface of the finished roof 
above for the various parts of the building.^ 



R^ATIpS^ 

The following are commonly used ratios that 
can be calculated from data items given in the 
handbook. Other common ratios related to prop- 
erty exist but require, in part, data outside the 
scope of this handbook. * 



Cost of Building Acquisition^ Per Student 

The total cost of acquiring the building divided 
. by the student capacity of the building. 

For a given buildijig, this ratff> is, data item 217 
Cost of Building Acquisition divided by data 
item 211 Student Capacity of Building. 

Cost of Building Acquisition'' Per Square Foot 

The total cost of acquiring the building divided 
by the gross area of the building. 

For a givfen building; this ratio is data item 217 
Cost of Building Acquisition divided. by data 
item 240 Gross Floor Area of Building, 



Gross Area Per Student 



The^ number of square feet fmeters) in a builduig 
divided by the student capkcityof the building. 

For a given building, this r«tio is item 240 Gross 
Floor Area of Building divided by data item 21 1 
Student Capacity of Building, 



5** Architectural Area and Volume of Buildings^ Document 
DlOl. The American Institute of Architects* Washington. D.C., 
June 1974. p. 1. 



' ,^This ratio may also be calculate^} using construction cost. 
See Construction Cost of Building, p. 90. 

'A stmilarjatio may also be calculated usihg co'nstruction 
cost. Sec Construction Costi)f Building, p. 90. « 
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Chapter 7 



SUt>PLIES ANt) EQUIPMENT 



This chapter discusses the need for distinguish- 
ing between supplies and equipment, suggests some 
shortcomings to the listing appj^ach, and recom- 
mends a set ^of -criteria ff>r making the sup- 
plies/ equipment distinction. The chapter also dif- 
ferentiates between built-in and movable 
equipment and examines the topics of inventories 
and levels of control. ^ 

REASONS FOR 
DISTINGUISHING BETWEEN 
SUPPLIES AND EQUIPMENT 

" Education -agencies have found it^usefubto dis-^ 
tinguish between supplies and equipment for sev- 
eral reasons] 

• The distinction is frequently important iij 
identifying the funds with which to purchase a 
gi\en item, or conversely, in identifying v^ich 
items can be purchased from given fund 

* source. 

• The distinction may assist in deciding how to 
control or keep track of an item. For exam- 
ple, some funding programs require, that all 
equipment items be inventoried annually. At 
the same time, many LEA's chbose to inven- 
tory certain items^ regardless of whether or 
not they are equipment or whether br not the 
tEA is required by law to do so. 

• The dist<uicti,6n may bear on insurance deci- 
sions. Supplies and movable equipment are 
usuarty insured as ^^Qt of the contents of 
buildings, while built-in equipment is usually 

^ ^ ii>sure,d as part of the structure. 

The distinction can affect calculations of cost 
^ \ of operations and cost per pupil. MTiile most 
/schools include expenditures for supplies in' 
le calculation . of current operating ^costs, 



many schools treat equipment differently. 
Some include all expenditures for replace- 
ment equipment ip the current operating cost 
total, excluding the cost of new and addi- 
■ tional equipment. Others prorate the cost of 
all equipment over several yea;^ In both 
cases, the incorrect classificatim of 'supplies 
or equipment items can affect'nhe resulting 
cost calculations. 

* The distinction can affect the amount of State 
or Federal aid allocated to an LEA."Se)^ral 
funding sources use per-pupil costs as part of 
their funding formula (see the preceding para- 
graph). Most funding ^pro^ranis limit the_ 
ways in which their funds may be spent, 
sometimes excluding either supplies or equip- 
ment from the list of eligible purchases.* 

The two basic approaches to distinguishing 
between supplies and equipment in the decision- 
making situations are. (1) to compare a given item 
tq^ predetermined list in which each entry is 
classified as either supplies or equipment; or (2) to 
compare a given item to A set of criteria describing 
tjie characteristics of supply and equipment items. 
Each of *these approaches is discussed in the sec- 
tions that follow. 



THE DISADVANTAGES OF A 
SUPPLY/EQUIPMENT LIST 

Several publications in the NCES Handbook 
'seri'es have provided^etailed lists of material items 
used in LEA operations, identifying each entry as 
*eitli^r a supply or equipment item. The most recent 
version, found in Handbook IIR,* has been helpful 
to pany users, but any such list has several signifi- 
caittv^i^advantages: 



'See app^dix E for- a full bibliographic reference to Hand- 
book IIR. 
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t Various State and Federal aid myograms offer 
* supply f equipment categorizations that some- 
times conflict >vith such lisCs and with one 
another. / . ' 

• Any list is, and ^wa^s befioicohiplete. It is 
impractical to attempt to iist and classtfythe 
thousands of materials and devices used in 
schools today, particularly in the vocational 

, education curricma-! 

• Changes in educational philosophy, technol- 
ogy,^ and techniques ; are introducing new 

^ materials and devices into our schaols-^t an 
ever-increasing pace. Even if it were possible 
to list a/d categorize onost of the supply and 
equipment items in use today, such lists » 
woukr quickly become ob'solete without fre- 

que|St updates. ^ 

// • ~ " ' 

ui *^ ' * 

Ganges in technolo^ and purchase price 

Sometimes babse the cfassification of certain 

ntems no change from one category to the 

othw. For example, moit LEA*s classified " " 

haifd-held mini-calculators as equipment sev- 

era! years ago when they cost over SI 00. Now . 

I that the price, f^f these items has dropped' to 

the $5 to $25 range, some LEA's are'reclassi- 

fying them as supples. • 

• Users tend, to treat a list as comprehensive 
and up-to-date, even when advised otherwise. 
This can lead to faulty classiFiCatron deci- 
sions. , . ~ * ^ 

The conditions above make the development of 
a universally applicable and easily updatable sup- 
ply/equipment list impractical. In lieu of present- ; 
ing a list that might raise as many issues as it would 
propose to resolve, this handbook suggests that the 
distinction between supplies and equipment c^n bef 
best accomplished through consistent, statewide 
application of uniform criteria. If an LEA wishes 
to supplement these criteria with a list, the list in 
Handbook II R provides a firm foundation. 

CRITERIA FOR DISTINGUISHING 
BETWEEN SUPPLY AND 
EQUIPMENT ITEMS , ' 

Most Federal, State, and local funding pro- 
grams provide criteria for distinguishing befwe^ . 
supplies and equipment. The criteria below^are 
basedlon a combination of the most practical and ^ 



coitimonly accented guidelines from these sources. 
Unless otherwise bound b> Federal, ^tate, or local 
law, it is recommended that all education Agencies' 
US& these criteria in.th'feir supply/ equipment classi-^ 
fication decisions. In those cases where the classifi- 
cation of an'item is uhclear, the agency, as always, 
must apply reason and good judgment in making 
its decision. 



EOuIPMENT ITEMS , 

Ai equipment item iia [novable ot^fiXed^unit of ^ 
furniture or furnishings, an ins,tTuraent, a machine^ 
an apparatus, or a set of articles that meets all of 
the following conditions: '* • * 

1. Under norn^al conditions of use, includii^g 
reasonable care a^itd piaintenance, it has an 
anticipated usefuUife of more than 1 year. 

2. It is of significant, value. i 

3v It retajns its. original, shape and appeara^ice^ 
,ykh.u|e., - / ' 

4. Jt is rtorte^fpenda^le; that i^, if the article is* 
damaged or sonite of its parts are Ibst or worn 
out, it is"-lisually more feasible to repair it 
than to.replace it with an entirely new unit. 

^ 5., It does not los*e*its identity, thrott^i incorpo- 
ration jnto a different or more complex unit 
' or sdbstance.^ \ 

The rirsi criterion is, based on the notion that an 
equi|>ment itefti should, last longer than the fiscal 
year in which it* was purchased,, 

Signific^ijJ'l^value should be n\easured in ^terini ^ 
*qf original cost or in terfps of estimated mark^^l 
^ value, at the time^of acquisition if theori^inaTcost 
is not availf^le. Most LEA*s will use values J;i the!,' 
$25 to'$H)0., range. Federal Manag^nient Cirtuiar 
74-72 requires that the value criterion sepafafing 
supplies frcJ^S Equipment shall not exceed $300 per 
item. 6ri tHtto^ic ofsignificaht value; the National 
'Committee on Governmental Accotinting stafts: I 

Thd' significant value test is imgppiant because, 
\ [LE^'^s} Vifjil have many mdiyiduaf assets which^ 



"^Gcncrar; Scrvieel^ Administration. Offioe of Fctlcral Man- 
agement I'ol^cy, **Fcdcral Management Circular 74-7. Uniform 
adminiftratiye yequiremchls for granls-inraid tc^Sfatc and local 
•governments,'' Attachment N, J. Superintendent of Docu- 
ments* Washingt^on, 0X^20402. FMffi 74-1 is essejltially the 
same as PMB Circular A- 102. ' "^k 



are tangible and-long4ived but whose Value is so 
I smail that the tim6 alxd e)^pense of rnaihtairiihg > 
detailed accounting and dnventoi?y records ok 
Xht 'm are not justlfieid. E,xan>ple^ of totems] not 
jiaving significant value for accounting purposes' 
/ would include^gencii sharpeners, paper cuUers,. 
^ tpakS^ ojher ihafy'those, in librariej^,^ and .small 
tools. What constitutes significant' value^ will ' 
.^vary froin one governmental jurisdictior^ 'to 
•another . .J > ' • '* ' 



SUPPLY ITEMS 



'"^ Xfovable equipH^ent consists^ .of items that; 

' .» r • \ ' 

* h are' - transportable from one location to 

' aftother Avithout ''appreciable d^ijiage or 

"^anjge to the location from yhich they are 

I ' • removed or to the location w^iere they are 

irj,stalled, and 

2. do not function. ^& integral p^ts of the 
building or site and* are not permanently 
i'astened, or attached to the buildinaor site. 

The t,erm rnovabl^ refers to permanency of 
installation a^d npt to size or ^weight. 
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/ An item should be classified as a supply if it- 
does* not naeet all of the etjuipment criteria above. 

DISTINGUISHir^JG BEJWEtlJH ' 
BUILT-IN AND MOVABLE ' 
EQUIPMENT 

> ' ^ 

Npt all StateO^tld^LEA's find it necessary to 
» distinguish between built-in and niovabie equip- 
ment. For those; agencies' tha^ do, tfie 4istinction 
usually relates to^ one-of^ \ht following situations: 
(a) estimaliftgnhe costs of a buftdin^ (t!Cui!t*in 
eq|ai|)ment is indud^d, movable ecfuipment is liot), 
an^.^b) determining which e'quipment^items can b^\/ 
''pui:cli^sedfr<Jm various 'funding sources. ^ ^ 

• After an item has been identiltfi^i as'e(Juipment, , 
the following criteria may bj^ applied to detwrnirie 
if'the item i5 builr-ia Qr movable;, ^; 

An equipollent item is, feM;/R>j4f: 

1! it is\n iht^gial part ofi^ 

permanently' m^ten^d to thS building, func- 

tiohs' as part oU the i^uUding,' aijd pauses ' 

. appreciably 'd^^rhage 40 

remo>|ied;'dr _ ' * . , / * ' s 
' \ : ' s • • ' 
J ' 2. It IS permandntly * attached to ,a 6ite and* 

• , , functions as partvof the site (except buildings 
" or (jther structutei)?* ^ ; . J \^ [ 

' 9uilt?in e(}^ufpment^ mkjNbe incorporated into 'a ^ 
: building ^t Iheftime the bMiKting 5s erected or at ^ 
later aate^;B(uil^^^ equipment {^omeiijiies7fefe4xed 
, to i$ -fixw^^^^ (hbtv io^^ ^confused ' with 

"Jixed asseiy)/ r V. ^ ' ^ \ ^ ^ 
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^^adonal Commijitce' oa .GoVeni^!cnta(^Accountir^g» Gov- 
trhm0nid .A^^witftig* 'Auditing, , dnd Bnanciak Importing. 
-Municipal ^Finance:Ofriccrs AssocmliOn, 1313 Easi 6Qth Street, 
'^hic^,;iJlibpisiS0637, 1968. \ -V^^ :^ ^ 



MAINTAINING INVENTORY 
RECORDS ON SUPPLIES 
AND EQUIPMENT 

J LEA managers carry great responsibilities for 
stewardship of the^funds^and property Qf the LEA. 
* They are responsiible f^of safeguarding, maintain^ 
ing, and periodically reporting on the condition of 
these financial and 'physical resources. One of-the 
most importApt functions in carrying o\fi steward- 
. Iship respon^ibili^es iis keeping aocUrate inventory 
^recopds. The need to establish^ci^maintain inveri- 
tory records usually stems fr6m some combination 
^> prthe following coAditipns: 

• LEA managers often need infprraation fpr the 
" proper naarjagement of fixed assets that can 

be best derived from orderly inventory*""*^^ 
I system. . ' : ^ ' - 

/ • Auditors,, in accordance with generally ac- 
cepted accounting principles, us^&Hy require 
, that an inventory pf all fixed assets (sites, 
buildingSyand equipment^, be maintained. 

• Many State and Federal fiincling programs'^ 
re()uire that an inventory b^' maintained of 
certain items purchased With program funds. , ^ 

/ • .Bbar<ls of Education and/ or LEA managers 
may req*uire that certain special inventory 
, \ systems b?, established beyond those required 
to satisfy auditors and outside funding pro- 
grams,. 

In responding to these requirements, inventory 
systems can accomplish several objectives: ' 
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To periodically chfeck the condition and" avail- 
ability of an item; e.g.. Is it in §ood working 
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condition? Is it temporarily out of service? 
Has it been stolen? 

• To make the staff of the LEA more account- 
able for LEA property by direct involvement in 
the inventory process and assignment of re- 
sponsibility for the control of certain items. 

• To provide information necessary for niaking 
operating decisions and* planning for the 
future. Examples of some of the more com- 
mon planning and management activities are 
presented in* chapter 3, pp 1M2 of this 
handbook. Increased utilization of equipment 
and reduced investment in 'new fixed assets 
are two possible results of such activities. 

• To'^provide information for preparing re- 
quired inventory lists and reports .for audi- 
tors, funding agencies, and the LEA.^ 

Each LEA will have a different combination of 
inventory needs to' which it must respond and a 
different set of objectives it desires to accomplish. 
Jt must design its inventory systems accordingly. 
Two keys to operating an efficient and effective 
inventory system are (a) deciding what items to 
inVentoi^* and (b) selecting the proper inventory 
methods. 



DECIDING WHA^ ITEMS TO INVENTORY 

Most LEA'S have an inventory system that deals 
with equipment. Such systems (1) may focus on 
specific types equipment, such as those pur- 
chased with categorical (restricted-use) funds, or 
(2) may encompass all equipment owned b>, the 
LEA. ' ^ 

While it is important to penodicalK inventcfr> 
equipment items (the accounting and auditing 
profession recommends inventor> controls for 
most fixed assets), many LEA*s also find distinct 
advantages in extending their inventor) s> stems to 
stopks of valuable supplies. Such supplies might 
include food. Janitorial supplies, or laboratory 
cliemlcals. Potential benefits of infcrea^ed control 
are usually greatest for those supplies located, in 
district-level warehouses, but canappl> to supplies 
in individual schools if the supplies are of signifi- 
cant value. 

/ As a general rul^the total value of an item (or 
oup.of like itehis) to the I^EA is morey mportant 
its designation as supplies or equipment ih 
deciding whether or i\ot to inventory the item. 




AN INVENTORY IS THE BASIS FOR A 
PROPERTY INFORMATION SYSTEM 

Some LEA's extend their inventory system to 
record more descriptive information than is re- 
quired by the auditors or outside funding pro- 
grams. The expected benefit is the availability of 
more detailed information for planning and deci- 
sionmaking, purposes. Such an expanded set of 
inventory records also caif be thought of as a 
property information system, since it contains 
more information than is required to meet basic 
inventory needs. 

Of course, before an LEA extends its inventory 
system to include either additional items or more 
detailed information, it should weigh very carefully 
the extra costs involved. Through proper planning 
for the expansion of its property records, many 
LEA*s can gain additional benefits while keeping 
the costs of the'more complex p/operty informa- 
tion system in balance. ' 

DECIDING BETWEEN GROUP CONTROL 
AND INDIVIDUAL (UNIT) CONTROL 

A major decision ifi developing any inventory or 
property information system is deciding how much 
effort to devote to controlling (keeping track of) 
,each equipment or supply ;tem. in general, each 
item can be controlled in one of three ways: 

Individual (Unit) Cqntrol This is the most 
desirable form of control for equipment since an 
individual record is kept pn each item. The condi- 
tion and utilization of such items can be followed 
closely, and more descriptive information on each 
item can be recorded. On the other hand, individ- 
ual control requires staff time and paperwork to 
generate these benefits. Individual control, is advis- 
able, in general, for all but the lowest-cost equip- 
ment items. Equipment items that might otherwise 
come under group control but have a high theft or 
casualty potential should also be considered for 
individual control. - . 

Gtoup control/ Items falling ijjto this- category 
are of low ijndividual value buf^y when taken as a 
group, are valuable enough to ji^^stify the cost of 
providing some type of control o^er their securi^, 
location, and condition. A group;, should alvi^ays 
consist of identical or reasonably similar items. 
Groups may vary in 9kt ancl specificity of the items 
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, included. For example, an LEA might choose to 
group its chkirs in any number of ways: by size, 
^tyle, ^oom location, or building location. The 
advantage of group control oyer individual control 
is that far more items can be controlled* with ' 
considerably less time and paperwork. On the 
other hand, very little specific information is avail- 
able about any given item in the group. 

Group control is most applicable 16 any equip- 

^ ment item which meets all of the following condi- 
tions: 

• 1. It is a piece of equipment for which the ^ 
relationships of individual maintenance cost 
- to the original cost and other factors are not 
critical in determining replacement policy. 

2. It is a piece of equipment for which the 
observance of individual performance and 
othef individual characteristics are not criti- 

^ cal in determining replacement policy. 

3. It is the same as some other pieces of LEA 
•equipment with resi^pect to functionfmaterial, 
shape, and size. ^ 

4. It has no serial number given it by the manu- 
facturer. . ^ 

The inventory control of supplies may also be 
. thought of as a group-control process. While the 
unit value of most supplies is usually too low to 
justify control or recordkeeping on an individual 
basis; the aggregate invei)toQ value of some sup- 
plies is significant. Such items might include food,^ 
janitorial supplies, gasoline, and other fuels. Wheji^ 
applied to these types of supplies, group-control 
' methods siifiilar to thos6 used witli equipment 'Can 



reduce financial loss resuhing from pilferage, Tmis- 
handling, and overbuying or un'&erbuying. 

Utile or no controL This category is \:om prised 
primarily of supply items that do not warrant 
group control. Items falling into this category are 
usually of such Uttle value that' the cost of imple- 
menting procedures to nlonitor their use, location, 
and condition are not justifiabje. This category 
rarely includes equipment items, since most LEA's 
are reqirited by law or encouraged by generally 
accepted accounting principles to maintain either 
individual or group records on all items of equip- 
ment. 

SUMMARY . ' 

The level of control appilied to any supply or 
ec{uipment item is depehdent on 'the amo^int of 
informatioft the LEA desires about the item and 
how closely the LEA wishes to follow the item's 
condition and availability. Consequently, the level 
of control directly affects the amount of time and 
effort spent in keeping track of the item. Individual • 
control offers the capability to closely track-^^r-^ 
single item's condition and availability, while 
group control forfeits the opportunity to focus on * 
an individual item. Howe\er, group control allows • 
far more items to be inventoried with considerably 
less time and paperwork. The level of control 
applied to a giveif item, wliich can range from an 
annual inventory to the tight security of a locked 
tool crib, should be based on the relative impor- 
tance of the item to the overall operation of tHe 
LEA and is usually in^ direct proportion to its 
purchase or replacement cost. 
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• This appendix contains definitions of property- 
related terms not defihed elsewhere in this hand- ^ 
book. Terms located elsewhere in the handbook 
may be located through the use of the Index or 
through the data-iteny classifications in chapter 4. 

The Glossary is arranged alphabetically and 
includes a United amount of cross-referencing. 

Each definition that hasjjeen taken, from 
another handbook in the. State Educational I^c- 
ords and Reports (SERR) Series is followed by a 
.parenthetical expression containing tlie Roman 
nuiheral of the source h^ndbooHc. The letter "R** 
following such a Hoitian numeral indicates that the 
handbook is the revised edition. IjijBome cases, the 
definitions have been modified ^nd are identified 
as such. In all cases where a definition was availa- 
ble in a previously published han||ppk, the most 
recent source was used. ^ * ^ 

ACCOUNTING— Th^ procedure of maintaining 
systematic records of transactions (happenings, 
occurrences, events) relating to persons, objects, 
or money and -summarizing, analyzing, and 
interpreting t|ie results of such records. (VR, 
modified) See also FINANCIAL ACCOUNT- 
ING, 

ALTERATION OF A BUILDING-Minor 
changes made internally that <Xo not involve 
majpr structural changes. (Ill) See also RE- 
MODELING, RENOVATION OEA BUILD- 
ING. REHABILITATION OF A BUILDING, 
REPAIRS, and MAINTENANCE. 

AMORTIZATION^(a) Gradual reduction, re- 
demption, or liquidation of the balance of an 
account recording to a specifiecj schedule of 
times and amounts, (b) Provisfon for the extin- 
guisliment of a debt by^eans of a Debt.Serviqe 

* Fund (Sinking Fund).^^ 



BUDGET— A plan of financial operation em- 
bodied in an estimate of proposed expenditures 
for a given period or purpose, and the proposed 
means of financing them. The budget usually 
consists of three parts. The first part contains a 
mes sagojfr om the budget-making authority to- 
g^(her witii a summary of the proposed expendi- 
tures and the means of financing them. The 
second part consists of schedules supporting the 
summary. The schedules^ show in detail the 
proposed expenditures and means of financing 
* them together with information as to past years' 
actual cevenues and expenditures and other data 
used in niaking the estimates. The third part is 
composed of drafts of the appropriation, reve- 
nue, and borrowing measures necessary to put 
the budget into effect. (IlEiSee also CAPITAL 
BUDGET. 

BUILDING CODE— A systematic collection of 
.the laws, rulfes, and regulations of a governmen- 
tal entity related to build^ing construction and 
utilization. 

•CAPITAL ASSETS^ee PROPERTY. S^e also 
Capital Assets, p. 6. 

, CAPITAL BUDGET— A revenue and expenditure 
plan for the acquisition and disposition oT 
^^^roperty. See also BUDGET. . 

CAPITAL OUTLAY— An ex[^diture resulting 
in the acquisition of property or additions to 
property that are presuined to have benefits for 
more'than 1 year. It^is an ^expenditure for land 
or existing buildings, improvements of grounds, 
construction of buildings, additi</ns to build- ' 
ings, remodeling of buildings, or initial^ addi- 



'NatiOnal Committee on Governmental Accounting, Gov- 
ernmemat Accounting, Audit mg, and Financial Reporting. 



Municipal Finance Officers Association, 13 p East 60th Street, 
Chicago, llK 6Q)637, 1968, p. 153. 
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tional, and replacement equiotnent. (IIR, modi- 
fied) See also ^pendixB, p.(l07. 

CASH FLOW MAN i^GEMENT -Controlling 
the tiniini and dispositioji^f receipts an^ ex- 
penditure obligations t^lnaintain- the best possi- 
bleYinandal position. • ' ' 

CHART OF ACCOUNTS— A list of all accounts 
generally us^d in an individual accounting sys- 
\ ' tem. In' addition to account title, the chart 
includes an account number that has been 
assigned* to each account. Accounts |n the chart 
are-afranged with'accounts bf a similar nature; 
Tor example, assets anil liabilities. (IV R) ^ 

CLASSIFICATION— A systematic arrangement 
of items in,grqups with defined, like characteris- 
tics; or, one such group within a classification 
system. 

CODING— A means of distinguishing among 
iterfts and categories of information by assigning 
numbers or other symbolic <iesignations so that 
.the items and categories are readily identifiable. 
(VR) ^ . , ^ ^ 

COMPARABILITY— The characteristic of com- 
monality among or between selected elements 
measured in terms of identical constants. The 
accuracy of the measurement of the degree of 
^comparability is usually dependent on the 
number of constants applied. (IVR) 

COST BENEFIT— Analyses that provide the 
means for comparing the resources to be allo- 
cated to a specific program with the results 
likely to be obtained from it; or, analyses'that 
provide the mearts for comparing the results 
likely to be obtained from. allocation of 
certain resources 'lo ward the achievement pf 
alternate or competing objectives. (IVR) 

COST EFFECTIVENESS— Analyses designed to 
measure the extent to which resources allocated 
to a spedfia objective under each of several 
alternatives actually contribute to* accomplish- . 
ing tiiat objective, so that different ways of 
gaining th^ objective may be compared. (IVR) 

DATA PROCESSING— The activities of collect- 
. ing and organizing data, storing for future use, 
and preparing statistical reports. (IVR) 
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EVALUATION^The^process of ascertaining or. 
judging the .value^or amount of an action t)r an 
outcome by careful appraisal o( previously 
specified data in light of the particular situation 
and the goals and objectives previously estab- 
lished. (IVR) 

EXPENDITURES— Charges . bcurred, whether 
paid or vunpaid, which are presumed to benefit 
.the .current fiscal year. (Ilft)-^ 

FACILITIES— See PROPERTY. See also Facili- 
ties, p. 6. « , ^ ' c " 

FEDERAL EDUCATION AGENCY-See Fed- 
eral Education Agency, p. 7. 

FINANCIAL ACCOUNTING— The^ecording 
T and reporting of activities and events affecting 
the money of: an administrative' unit and its 
program. Specifically, it is concerned (I) with 
determining what accounting records are tc be 
maintained^ how they/will be maintained, and . 
the procedures, njethods, and forms to be used; 
(2) with recoraing, classifying, and summarizing 
activities or events; (3) with analyzing and 
interpreting recorded data; and (4)-with prepar- 
ing and initialing reports and statements^ that 
reflect' conditions as of "a given date, the results 
of operations for a specific period, and the* 
' evaluation of status and results of operation in 
terms of established objectives. (IVR) See also 
ACCOUNTING. 

FIXED ASSETS— See PROPERTY. See also 
Fixed Assets, p. 6. 

INTERMEDIATE ADMINISTRATIVE . UNIT 

—See INTERMEDIATE EDUCATION 
AGENCY. 

INTERMEDIATE EDUCATION AGENCY 
(lEA) — Aft administrative agency, smaller'than 
the State agency, existing jiPhiirily to provide 
consultative, advisory, administrative, or statis- 
tical services to local education agencies, or to 
exercise certain regulatofyv functions over local- 
education agencies.. An intermediate education 
agency may operate schools and contract for 
schopt services, but it does not exist primarily to 
r^Mer such services. Such agencies may or may ' 
^ot have taxing and bonding authority. Where 
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there is a sufJbrvt^ory union board, the^ union is' 
included as an intermediate education agency 
(adapted from the definition of Intermediate 
Administrative Unit in VR). See also Local 
Education Agency, p. 7. 

INVENTORY-A detaTled list or record showing 
quaixtities, descriptions, valued, and fre^uerk^Jy, 
units of measure and unit prices of property on ^ 
h^d.at' a given time. Also, the cost of supplies 
and equipment on hand not yet distributed to 
requisitioning units. (IIR) ' ^ 

LEA-See LOCAL EDUCATION AGENCY. 

LIFE-CYCLE COST- The total of all costs asso- 
' ciated with owning afid operating a building or 
item of equipment, including costs of planning, 
constructing, financmg, operating, maintaining, 
and disposmg of the buildfng or item of equip- 
' ment. Life-cycle costs^ may be ejther projected 
. (i.e.. before the fact), or actual ^(i.e., after the 
fact). , ' 

LOCAL. BASIC ADMINISTRATIVE UNIT 
-See LOCAL EDUCATION AGENCY. 

LOCAL EDUCATION AGENCY (LEA)~An 
education .agency at the local lev^l existing 
primarily to operate schools or to contract for 
educational services. Normally, taxes may be 
'levied by such publicly operated agencies for 
schoolpurposes. Thfse agencies may or may not 
be coterminous with* county, city, or town 
boundaries. This term is* used synonymously 
with the terms "school district/' "school system" 
and "local basic administrative unit.'' (IVR) See 
also Local Education Agency, pp. 7 and 8. 

LOCAL SCHOOL DISTRICT-^See LOCAL 
EDUCATION AGENCY. ' 

MAINTENANCE— Thqse activities concerned 
with keeping the groujids, buydings, and equip- 
ment at their original condition of completeness 

^ or efficiency, either through repairs or by re- 
placement of property (anything less than re- 
placement of a total property unit). (This defi- 
nition is identical to definition of MAINTE- 
NANCE OTF plant in llR) ^ee also REPAIRS. 

OPERATIONAL UNIT— A separately btidgeted 
subdivision of an LEA established to carry out a 



major objective or group of objectives, such as a 
school, the transportation unit, or the athletic 
department. (IVR) ^ ^ ^ 

PERSONAL PROPERTY— Property of any kind 
except^real property. It may be tangible (having 
physical existence) or intangible (ha\ing no 
physical existence, such.as patents; inventions, 
and copyrights).^ See also REAL PROPERTY; 
and Movable Equipment, p. 99. 

PLANNING— The selection or identification of 
the overall, long-range goals, priorities, and 
objectives of the organization, and the formula-' 
tion of various courses of action to be followed 
in working toward achieving those goals, priori- 
ties, and objectives. (IVR) 

'i * 

PROGRAM — A plan of activities and procedures 
designed to ac;complish a predetermined objec- 
tive or set of allied objectives. (IVR) ^ 

PROPERTY— Sites, buildings, and equipment, 
both built-in ajid movable. See. Site, p. 42; 
Building, p. 48; and Equipment, p. 75 and p. 
97. • ^' ^ ' 

PROPERTY DATA— Specific items of informa- 
tion about land, buildings, ♦and equipment, 
usually organized in a file as; part of a^ property 
accounting system. • 

PROPERTY RECORD— Acollectioo Of property 
daia where information ab»ut a particular prop- 
erty item or group of llems may be found. A 
property Record may take the form of^a file card, 
a loose leaf page, one or more key-punch cards, 
or 'data entries on a magnetic tape or disk for 
computer usage. 

REAL ESTATE— Land, improvements to site, 
and buildings; reaUproperty. (IIR) 

REAL PROPERTY^See-REAL ESTATE. 

REHABILITATION OF A BUILDING--The 
general overhauling af a complete building or 



^"Federal N^anagcment Circujar 74-7 /Attachment N *' Gen- 
eral Services Administration, Office of Federal Jvlanagement 
Pohcy. September 13» 1974; also codified the Code of Federal 
Regulations as 34 CFR 256. FMC 74-7 is essentially the same as 
0MB Circular A-102. 
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major section thereof to better adapt it for 
continued use for th^scHool program or 3 

J different type of oc^fliR^y, (111) See also AL- 
TERATION OF A BUILDING, REMODEL- 
ING, RENOVATION OF A BUILDING, RE- 
PAIRS, aftd MAINTENANCE. 
*. ' . 

REMODELING— Any major permanent st'ruc- 

" tural improvement to a building. It includes 
• changes of partitions, roof structut^ or walls. 
Repairs are not iticluded here but are included 
undei' maintenance. (IIR) See also ALTERA- 
TION OF A BUILD4NG, REHABILITATION 
OF A BUILDING, RENOVATION OF A 
BUILDING, REPAIRS, and MAINTE-^ 
NANCE. 

RENOVATION OF A BUILDING— The renew- ; 
in^of a building or pirt thereof without chang"- 
ing structure, funi^tion, or design. (Ill) See also 
. ALTERATION OF A BUILDING, REHA- 
BILITATION OF A BUILDING, REMODEL- 
ING, REPAIRS,. and MAINTENANCE, . 
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PAIRS —The restoration pf a givert-^piece of 
equipment, of a given building, br of grounds to 
original condition of completeness or efficiency 
from a worn, damaged, or deterioratetl condi- 
tion. (IIR). See 'also MAINTENAI^CE. , 



SCHOOL PLANT-Ttie site, buildings, and equip- 
ment constituting the physical facilities usCd by a 
, single school or by two or more schools sharing 
the use of common facilities. (IIR) 

SC^HOOL SYSTEM-All the 'schools and sup- 
porting services controlled by a , board of educa- 
_ tion o r by_any other organization that jpperates^ 
one or more .schopls. (VR) See also Logal 
Education Agency, pp. 7 4n3 8; ' % 

SEA^See STATE EDUCATION AGENCY. . 

STATE — A term that applies to the 50 States, 
outlying areas, the Trust Territory pf the* Pacific 
Islands, and the District of Columbia. (VII) 

STATE BOARD O!^ EDUCATIQN— The legally 
^ constituted body having the major responsibil- 
ity for the general supervision of elementary and 
secondary e^cation itt the- State. This board 
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may also have total or partial responsibility for 
the supervision of higher education. (IVR) 

STATE DEPARTMENT OF EDUCATION— An 

organization, composed of the chief executive 
officer (chief State school officer) and staff, th^t 
exists to conduct* the work delegated to it by 
law, (IVR) 



STATE EDUCATION AGEN^CY (SEA)— The 
organization -established by lavy for the primary 
purpose of carrying out at least a part of the 
education responsibilities of the State, It 
characterized by 'having statewide jurisdiction 
and may be composed of a State boards chief 
execytive officer, and statj. Some State educa- 
tion agencies may lack one or two of these three 
elements, but in any case there must be either a r 
board or a chief executive officer. The term 
"commission" is 'sometimes used synonymouW/^^ 
with "board." (IVR) See also State Educati^ 
Agency, j). 7. 

STATE EDUCATION AUTHORITY-An or- 
ganized and officially constituted grpup of indi- 
.viduals or ^n individual responsible, for poHcy ' 
decisions relarted to constitutional and legisla- 
tive provisions pertinent to education in the 
State. (VII) ^ . - ; • 

SYSTEMS ANALYSIS— Activities involving the 
search for and evaluation of alternatives that are 
relevant to defined objectives, based on judg- 
ment, and, wherever pqssible, on quantitative 
methods; the development of data-processing 
procedures or application 'to electronic data- 
processing equipment. (IVR)' ^ 

JEACHIN^G STATION or TEACHER STA- 
TION — The space .allocation required to ac- 
commodate ^ teacher (or teachers) and ^ group 
-of students during instructional activities. The - 
amount and characteristics of the s^ace in any 
teaching station .will vary according to subject- 
matter area and Ipcal or State policies or stan- ' 
dards on student/ teacher ratios or students per ' 
•square foot, (b) The specific location and actuaj 
* equipment (i.e., desk, lectern, demonstration ^ 
table) required by a teacher to carrytJtu as- 
signed instructional activities with a group of 
students. 
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. Capitalization is the act of recording the value 
of an item of property in the General Fixed Assets 
Group of Accounts or in the appropriate fund on 
thfr-LEA'^ Balance Sheet.' The value recorded for^ 
trifeitem should be its "[original] cost* or^stimat^ 
[original] cost if the original cost is not available, 
or, in the case of gifts or contributions, at fair 
market value at the time received. 



CRITERIA FOR 
CAPITALIZINt; PROPERTY 



Capitalization applies only to items^ with a 
useful life greater than 1 year. This^ includes all 
sites, buildings, and equipment, but excludes sup- 
plies (see chapter 7, p. 97 for the distinction 
between-^equipment aird-.si^pplies)., Alsa Improve- 
ments ^to sites, buildings, and equipment ^an be 
capitalized.' Improvements^re generally thougjit of 
as any alteration, renovation, or rehabilitation of a 
fixed asset that extends Ihe life, of the asset or 
.otherwise provides b^efits for more than 1 year. A 
list of many of the items, categorized as improve-^ 
'ments to-sttes is presented in^e definitio'n of data 
item, 129 Nature' of Site Improvement, on 

page 46. • i - / \ 

^umnfiarizing the foregdin^ st^atements, an ifem 
-canfltf^bouf^l be •capitalized if it is:'' . ' 



ai^ll^li 



'^ite, 
2. a'biiil^njg, 



/ 



3/ an equipment item (as defined in chapter^ 
page 98), or 

4. an improvement to a site, building, or 
ment item. ^ 




'Financial accounting for fixcA assets is discussed in detail in 
Handbook II-B, pp. 220-22^. See appendix E for full biblio- 
graphic inTormatibn on this handbook 

^AICPA vommijtee on Governmental Accounting and 
Audiiinz,^ Industry Audit duide^^j^dits of State and Local 
Governmental Units, New York An^rican Institute of Certi- 
fied Public Accountants, 1975, p. 17. ^ 



CAPITALIZATION AND , ' 
CAPITAL OUTLAY ^ . 

' Since the use of tTie'tcrm "capital outlay" varies . 
from State to State, there is no uniform rela:tion- 
ship between the terms **capital outlay" and "c^pi-. 
talization." In a/unding sense, capital outlay may 
refer to a portion of the budget specified for 
r^stticted use. For example, many States res<ricjt ^ 
part of their minimum foundation aid to capital 
outlay expenditures, such as equipment and'im- . 
provement^ to' buildings. Irvan accounting sen§e, 
capital outlay may refer to the way a particular ^ 

^ expnenditure transaction should be classified. For 

' example, in a financial accounting system basecj on 
.Handbo(3k IIR, 'Capital Outlay is' -one of the , 
principal categories ,under the Object dimension. . 

^ When the term ca^itar'outla"y^ is used" in'the ^ 
accounting sense as outlined in ^Handbook IIR, its 
,relationship -to Ihh tertn capitalization i^ straight- 
forward: all itejns classified uTider the Capital 
Outlay category in'.the Object dimension ar^j fixed 
assets and all fixed assets shoul^^be capitalized. 

Whep capital outlay is used to denote' funds 
wjth restricted use, its rels^tionshi^ to 'the term 
^oapitalization is not always as simple. Some States 
restrict ihe use of cagital outlays funds (also re- 
ferred to as capitakfundss capital grant funds, and 
bond funds) to fixed assets only. Some further 
restrict use to equipment^* onLy,^OM?quipmQnt and 
building^Trpprovements. Otb^r States extend the • 
use of capital outlay funds to include more than . 
l^xed assets, such £^s supplies and* mateyals re- 
quired to prepare a newly constructed building for 
openihg.^ In this and similat cases, the LEA would 
normally capitalize only the fixed asset items, 

In sun\mary, all fixed-asset items should be 
capitalizedyand should also be classified under the 

* Capital OOtlay object ia accordance 'with Hand- , 
.book IIR.' ,However, sdch items may or may not 



^See appendix E for full bibliographic information on 



Handbook IIR.i 
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have been purchased with ^ecially designated ' designated capital outlay funds may occasionally 
capital outlay funds, depending on the policies and be used to purchase hiore tRan just fixed assets. 



practices of the State in question. Als6, specially *^ 
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Appendix C 
DEPRECIATION 



* The National Comn)ittee 6n Governmental 
Accounting define$ de^eciation as the expiration 
in service life of fixed assets, other than wasting 
assets, attriSutable to wear and tear through use 
and lapse of time, obsolescence^ inadequacy, or 
other physical or functional cause. 

NCES encourages all State and local education 
agencies to investigate ways of using deprecitftion 
information to enhance the important process of 
calculating the total costs of education programs 
and services. The following excerpts from the 
AlCPA's (American Institute of Certified Public 

•Accountants) Industry Audit Guide: Audits of 
Stjate and Local Governmental Units^ may be of 

N^nterest to those States and LEA's wishing to 
investigate the topic further, Th6 reader, should 
bearwin mind that this docaiment was published in 

.1975, and that revisions of the concepts or state- 
ments quoted below that may have occurred since 
1975 have not been reflected. 

P^ges 17-18(in chapter 2, "Accounting Princi- 
ples and Concqpts;" state: 

With respect to depreciation of general fixed 
ir assets, there are two reasons for a renewed 
interest in the subject. One is the increasing 
trend in the numbqr of gover^imental grants^ 
both of fedefal ^o state and local, and of state to 
local, which allow depreciation as a reimbursa- 
ble cos^. Anothef is the need4o marshal all costs 
including depreciation for the purposes of meas- 
uring cost of governmental services and evaluat- 
ing the efficiency of programs. 

There are four Reasons for computing deprecia- 
tion for governmental units: (1) profit measure- 
ment for enterprise and intragovernmental ser- 
vice funds, (2) cost accounting for services and 



'AICPA^ Committee on Governntcntal Accounting and 
Auditing, Industry Audit Guide: Audits of Sjaie and Local, 
GoKernmental Umis^ New York: American Ii^titute of Certi- 
fied Public Accountants, 1975. ^ 



• programs, (3) as a cost to be included in the 
basis for reimbursements or grants^ and (4) 
systematic amortization of cost to recognize use 
or obsolescence. Granted these reasons Tor 
computing depreciation, however, maintaining 
such information and including it in financial 
statements involve separate questions. 

Depreciatio|i should be recorded on fixed assets 
fin&nced primarily by charges to users, such as 
those includ^ in enterprise and intragovern- 
mental service funds. ^ With respect to general 
fjxed assets in a generaf fixed' assets group of 
accounts, some financial statement users-'may 
prefer that depreciation be computed anj re- 
ported even though such amounts are not a 
charge against any fund. Accordingly, as long as 
original cost or other appropriate amou^its are 
maintained and reported, there is no objection, 
to reflecting an allowance for depreciation in the 
general fixed assets grourf^of accounts ,with a 
— corresponding reduction m the amount shown 
as the investment in such assets. Where the 
amount shwn as the investment in such assets 
is categorized by source of investment, the 
reduction may be shown as a reduction of the 
total of such categories. ^ 

In addition to the Industry Audit Guide, Audits 
of State and Local Governmental Units, referenced 
above, AlCPA has published other documents that 
address various aspects of depreciation, including 
Accounting Principles Board yOpinion No. 12 and 
Accounting Research ' Bulleftns 33, 43, and 44 
(revised). Other sources of written Materials on 
depreciation policy and practice may'be located 
through State and local CPA organizations arid 
through the Municipal Finance Officers Associa- 
tion in Chicago. 

The inclusion of depreciatron-related data items 
in chapters 4 and 5 of this handbook should not be 
interpreted as a requirement that depreciation ^ 



no 
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information shoul* be calculated or recorded in 
the .property files (or in the school finance files). 
The presence of these data items^ suggests that they 
are potentially useful to LEA's, and provides 
unifoYnl terminology and definitions for those 
LEA's that wish to maintain such information. 

For those agencies interested in usmtf deprecia- 
tion techniques, the following genemrguidelines 
may be of assistance. - , 

• nepreciatit)n applies only to buildings, site 
improvements, and equipment; land is never 
depreciated because it is not Consumed in use. ^ 

• The ijiost cqmmon depreciation method used 
is the ^traight-line method. In this method, 

, the annual amount of depreciation is calcu- 
lated by first subtracting the salvage value of 
the item from its acquisition cost aYid dividing 
the difference by the anticipated years of 

. ' . useful life. The salvage value, qf an item is its 
expected market value at the end of its antici- 
pated useful life. ^ 

• An addition to a building can best be depre- 
ciated separately from the building to which it 
i^ attached, k is easier to do this if the 



building addition "has also been capitalized 
(see appendix B) separately. 

•\ renovation or rehabilitation can be depre- 
ciated by adding the costs of such renovation 
or rehabilitation to the book value of the asset 
(that is, the value remaining after accumu- 
lated depreciation has been deducted from 
originai cost), deducting the anticipated sal- 
vage value of the renovated oi rphabilitated 
asset, and dividing by the balance of the 
extended usejful life. , 

• No item should ever be depreciated below its 
salvage value. However, adjustments to de- 
preciation may be made if the anticipated 
salvage value changes during the life of the 
asset. 

An additional discussion of depreciation is« 
presented in Handbook IIR,^ pp. 66-68, in^ the 
sections on Operating Cost, Building Use Cost, 
and Equipment Use Cost. 



^Sec appendix E for a full bibliographic reference to Hand- 
book IIR. 
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ACfCNOWLEDQME^TS 



A large number of individuals were involved in 
the development of this handbook. Over 100 per- 
sons attended national and regional conferences as 
representatives of the nine national professional 
organizations and various State and Federal ageV 
cies. Others served as consultants tothej:ontractor 
or on special review committees. Many other indi- 
vidual$ who reviewed handbook materials chan-. 
neled their contributions through these organiza- 
tional representatives or committee membejs. 

It would be impossible to list here the name of 
e^ery individual who made an important contribu- 
\ tioitto the handbook. The organisations and people 
liste^ below^ however, deseirve special recognition. 



Nine national professional organizations, repre- 
senting a range of interest areas in education from 
• finance to architecture, agreed to serve on the* 
National Planning Group. Each organization was 
\asked to appoint a special project delegate toattend 
\hree 3-day advisory meetings, spaced throughout 
tne project schedule. In addition, each organization, 
through the efforts of the delegateand the organiza- 
tion's leadership, recommended representatives for 
the 10 regional review mee'tings. The following list 
'identifies each of the ttine organizations\along wit 
the name of the executive officer and the^Jiarne ati 
the ti^le of the project delegate, rndividualsare lifted 
according to title and location at the time^of^theiV 
participatiQn in the project. 



/ 
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AMERICAN ASSOCIATION OF COMMUNITY AND JUNIOR COLLEGES 



President: 
Project Delegate: 



Edmund J. Gleazer, Jr. 
P-eter Krupczak 

Assistant Vice-President, Business Management 
Triton College , . 

River Grove, 111. 



AMERICAN ASSOCIATION OF SCHOOL ADMINISTRATORS 

Executive Secretary: Paul B. Salmon 
Frank E. Delavan 

Manager, Building Program Management Team 
Sacramento City Unified School District 
Sacramento, Calif. 




. Project Delegate: 



AMEI^ICAN INSTITUTE. OF ARCHITECTS 

NATIONAL COMMITTEE ON ARCHITECTURE FOR EDUCATION 



President: 

Committee Chairman: 
Project Delegate: 



Alternate Delegate: 



Samuel A. Derieiix** 
Wendell V. Locke 
Wendell V. Locke 
Locke Wright* Foster 
Oklahoma City, Okla. 
Jtoies Lynch 
I/ynch, Payne, Champion, 
Des Moines, Iowa 



irnaby, Inc. 
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ASSOCIATION FpR EDUCATIONAL COMMUNICATIONS AND TECH^/oLOGY 
Executive Director: Howard B. Kitchens * 
•Project Delegate: . C. James .Wallington 
' " • Director of Research and Communications ' 

, Association. for Educational Communications /nd Technology 
■ WashingtonN^.C. * > / r 

ASSOCIATION FOR EDUCATIONaX DATA SYSTEMS / 
. President: Thomas J. McConnell, Jr. 

' Pjpj^ct Delegate: - Thomas J. McConnell, Jr. 

Director, Computer Center 
• Atlanta Public Schools ^ 

Atlanta, Ga. 

ASSOCIATION OF SCHOOL BUSINESS OFFICIALS/ 
OF THE UNITED STATES AND CANADA 

Executivd .Director: Charles Foster ? 
Project Delegate: ^ 'Creta Sabine " 

yVssociate Professor of Educational Administration 
, ^ ^ /Illinois State University^ ' • ^ ' 

N^orraal, 111. / 

/ ^ . ' 

COUNCIL OF CHIEF STATE SCHOOL OFFICERS 

COMMITTEE FOR EVALUATION^ AND INFORMATION SYSTEMS 

Executive Secretary: Byron W. Hansford 
ComrAitte^ Chairman: James E. Mitchell ' 

Project Delegate: ' James E. Mitchell , " ' * - 

Associate SuperiWndent, Planning and Management Information 
Departmenyof Public Instruction 
Des MoineS, Iowa . 

COUNCIL OP^UCATIONAL FACILITY PLANNERS, INTERNATIONAL 



\ 



Executive Director: 
Project Delegate: 



Dwaynff E. Gardner 
Donald 0. Bush 

Profdfsor of Educationajj^dministration 
Cental Michigan University 
Mojunt Pleasant, Micht 



NATIONALlSCHOOL BOAtiDS ASSOCIATION 

Executive Director; ' Harold V. Webb 



Project Delegate; 



)m^r Bl^ir 
^School Board M6mber 
School District No. One 
Denver, Colo. 



The following pepple served as .consultants to, the contractor and provided special/^sistance 
throughout the devel^ment of the handbook: " " . . ^ 
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C. William B^ub^ 
Vice President 
Pei:kins«and WiJ 
Chicago^ 111. . 



cer 



Charles E. Trotter 
Director, School Planning Laboratory 
University of Tennessee ' • 
Knoxville, Tenn. ^ 



a' 
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E. Ray Holt / 
Assistant Superintendent, Department 

of Business Affairs 
Memphis City Schools 
Memphis, Tenn. 
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* Dayid Whitehead 
' Superintendent 

Paducah School District 
. Paducah, Ky. 



The following individuals participated in the serips jof ten regional review meetings conducted in the 
Summer of 1976. These individuals were /nominated by One or more of the nine participating profes- 
sional organizations. The meeti^fes were held in July and August in the following cities: * • 

Harri$burg> Pa. ^ . 

/ Kansas City, Mo. ; ^ 

^ ! New York, N.Y^ 

San Francisco, Calif. 
Seattle, Wash. . ' ' \ 



AtlantaN^a. - 
Boston, Miss. 
Chicagg^lll. 
Dallas^ex: 
Denver, Colo. 



Individuals arejisted according to title and location 

• .Ad O. Acers . I , 

Manager, Inforixiition Systems 
Oklahoma State Department of Education 
Oklahoma City, Okla. 

Williana S. Adams ' 
Assistant Superintendent ^ 9 
DeKalb County Public Schools 
, Decatur, Ga. 

<^ 

John A. Barker, Jr. 
Managennjent ^naly^t III 
Georgia State Dep^artnxent of Education' * 
Atlanta, Ga. * ' * 



/ 
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Guy V. Barnes 
Superintendent, Accounting Services 
' Shawnee Mission U. S. D. #512 ^ ^ 
Shawnee Mission, Kans. 

Dr. J. Milton Beck 

Specialist in Facilities Planning ^ * 

-and Utilization 
California Community Colleges 
Sacramento, Calif. 

J. Jergr Benson 

Assistant Superintendent for Business Affairs 
Mobile County Board jbf School Commissioners 
Mobile, Ala. 

Richard H. Bergman ^ ^ 

Director of Data Processing 
• Milwaukee Public School? 
Milwaukee, Wis. 
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at the time of their participation in the project, 

I 

Dr. Keith E. Bemhard 
Assistant Professor, Dept. of Educational 
' Media ai^ Technology 
University of Toledo 
Tolfedo, Ohio 

Henry J. Binzer 

Associate in School Business Management- ' 
New York State Education Department 
Albany, N.Y. 

James O. Bliss ' 

Supervisor of School finance • 

Missouri Department of Elementary 

and Secondary Education 
Jefferson City, Mo. 

Samuel V. Brock - / 
Coordinator Physical Plants 
Dallas County Community College District 
Dallas, Tex. 

Oliver S. Brown 

Assistant Superintendent, Business 

Management Services 
Cambridge School Department 
Cambridge, Mass. 



O. William Bnibaker 
Senior Vice President 
^Perkins & Will Architects 
Chicago/ 111. 
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David E Bruce 

School District Number 11 

Color|ido Springs, Colo. 

Dr. Lyle R? B|;uss 
; Chairman, Education Committee 
Green Bay Board of Education 
Green Bay^ Wis. 

James-t?!^Cabe, Jr. . 
Pood Program Specialist 
USDA - FNS 
Atlanta, Ga. 

Wade Carlson 

Board of Education 

St. Vrain galley School District RE-IJ 

Erie, Colo. - ^ 

Marilyn L. Carson L.^^ 
Director of Data Processing, RECAP 
Office of the Santa Clara County 

Su()erintendent of Schools 
San Jose, Calif, 

James E. Champagne 

Assistant Chief Accountant 

East Baton Rouge Parish School Board 

Baton Rouge, La. 

Judge B. M. Miller Childers 
^ Chairman, Selma City Board of Education 
Selma, Ala. ; - 

Fredrik M. Christiansen . , 
State Director • . 
State Department of Education 
St. Paul, Minn, 

Carl R. Clark 

Manager of Systems and Programming 
Texas Education Agency 
Austin, Tex. 

Eugene W. Clear 
Property Control Officer 
State Department of Education 
Atlanta, Ga. 

Thomas Cooper . 
Director? Facilities Planning 
Northshore Schools ^ 
Bothell, Wash. 

Homer R. Crow 

Assistant Director Business Services 
Aurora Public Schools ^ 
Aurora,* Cold. 



Thomas E. Delbridge 

Educational Director, Vocational-Technical 

Education • * 

Tennessee Department of Education ^• 
Nashville, Tenn. 

Joseph A. DePalma 
(Retired) Assistant Superintendent 
South Huntington 
Huntington, N.Y. 

Harold Deselms 
Director, Field Services 
Nebraska Department of Education- 
^ Lincoln, Neb. 

Ryland Dishner 
Assistant State Superintendent 
State Department of Education 
Richmond, Va. 

Harold Doa^ie 

Director, Division of Statistical Services 
Kentucky Department of Education 
Frankfort, Ky. 

Diane Dondero 

School Board District #203 Naperville 
Naperville,.Ill. ' >^ 

Ivan Downs ^ 
Chief, Divisioit of School. Accounting Systems 
Pa. Department of Education, Comptroller's Office 
. Harrisburg, Pa. 

. Donald A. Fantini ^ 
Committee Member 
Cambridge School Comm. 
Cambridge^Mass. 

Norman H. Finkelstein 
"Coordinator of Audiovisual Communications 
Brookline Public Sc^iools 
Brookline, Mass. 

Michael A. Finkelston 
Apcounting Supervisor 
Dalla§ Independent School Dktrict 
^Dallas,Tex. . ^ 

James Fitzgerald ^; 
Member, Cambridge School Committee 
Cambridge, Mass. ^ » 



Dr. Charles W. "Chuck" Foster 
Executive Secretary 

Association of School Busines? Officials 
Chicago, 111. 
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Department of Ediica*tion , 
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Dr. Minarutii^Galey 

Professor* * ^ 

Temple University 

Philadelpliia, Pa. 

Dr. L^fliQgrd D. Garlick 

• Consultant in Systems and Development 
IViaryland State Department of Education 
Cockeysville, Md. 

Margaret S. Genn 

Assistant to Superintendent for Business 
William Penn School District 
Lansdowhe, Pa. 
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Carlo Giacone, Jr. i 
Systems Analyst 

East Baton. Rouge Parish School Board - 
Baton Rquge, La. 
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' Assistant Professor, Education Administration 
College of Education 
Pullman, Wash. - \ 

Paul Glick 
Comptroller 

District.205 ' * 
Elmhuilt, 111. 
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Accounting Inventory Clerk 
Dallas Ind. School District 
Dallas, Tex. 

Ben E. Graves 
Consultant 
Wilmette, 111. 

* • 
John M. <Greenly 
Education Statistics Associate 
Pennsylvania Department^of Education* 
Harrisburg, Pa. 

Charles R. Gustafson 
Assistant Director— Property Accounting 
Jefferson County Board of Education 
Louisville, Ky. 

Richard- W. Harclerode ' ^ 

Board Member, Ewing Township, New Jersey 
Trenton, N.J. 



Ross Hodel 

Assistant Administrator of Finance ' 

Illinois Office of Education 

Springfield, 111. ^ ' , 

Dr. William J. Horie 

Superintendent 

Eau Claire Public Schools 

Eau Claire, Mich. . - , 

Dp. Hilda L. Jay 
Media Specialist ' 
Ridgefield High School 
Ridgefield, Conn, 

Jd|in B. Johnson ♦ 

Director, Instructional Communications Center 

Governor's State University ' 

Park Forest South, III. 

Leonard T. 'Jordan 
Architect 

East Baton Rouge Parish School BQard 
Baton Rouge, La/ • ' . 

. Philip T. Kelly ^ * ' 
Superyisor— Finance Office 
South Carolina State Department of Education 
Columbia, S.C. 

Ronald Kelt on 

Consultant; School Finance and Data- Services 
Colorado Department of Education 
Denver, Colo. 

George A. Knight . * 
Associate Superintendent 
Houston Independent School iDistrrct 
Houston, Tex. * 

Frank Korman 

Supervisor of Media and Research Services 
Mountain View^ College 
Dallas,* T%x. 

Paul p.. Landgon 
Vic^ President 

Columbus Board of Education 
Columbus, .Ohio 
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Rolland' Larson 

Director of School Construclion 
Department of Public Instruction 
Bismarck, N. Dak.' 
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' 'V^iliiam R/Laughlin 
Associate Superintendent, Business . ' 
Charleston County Public Schools^ S.C. 
* Charleston, S.C. . ^ ^ 

S^eve Le|gett 

Accounting Systems Specialist ^ 
Jefferson Coiunty Public Schools 
Lakewood,' Colo. 

Raymond J. Lewandowski - , 
Director of Accounting , 
Milwaukee Public Schools 
Milwaukee, Wis. 

Irving Lieberman ^ ^ 
^ Professor ' 
.University of Washingt 
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Charles P. 'Lloyd 
* Adn\inistratpr External Support Services 
XJtah State Board >of Education • 
Sah Lake City, Utah 

Walton Luttrell - ' /* ' 

Director Planning and Construction Unit 
Kentucky Department of Educati(jn 
- FrankfortUKy. 

Evelyn D. Lyon 
Property Accountant 
Denver Public Schools \ 
"•Denver, Colo. 

J. A. MacDonald 

Food Program Specialist . * 

USDA--FNS 

Atlanta, Ga. 
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Accountant 

New Jersey Department of Education 
' Trenton, N J. 

J. Lee Maren ^ ' • 

Director of Accounting 
Jefferson County Schools 
Lakewood, C(Ho. 

Arnold M. Marous 

Regional Sales Manager ; 
Industrial Appraisal Company • 
Chicago, 111. 



. — ^ ^ PROPERTY ACCOUNJTNG 

' Paul W. Marsh * / * 

Media Instructor ♦ ^ - . * 
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-Prescott, Ariz. • 
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Treas,urer i«r 
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Huntington, W.Va. . v * ' • 

. William G. McMinn 
De^n ^ ' . 
SdJiool of Architecture 
NJ'ississippi State University, Miss.^ 

Roland Mergener 
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Director School Buijding Services > 
Missouri. State Department of Education 

^ Jefferson Gity, Mo. * * 

Ralph W. Moyer ' • ' . 
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• School Architect 
Atlanta Public Schools 

Atlanta, Ga. , . 
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Assistant Professor of Educational 

Administration * 
School of Education 
Valdosta State College 
Valdosta, Ga. 

Smith Sparks 

Administrative Assistant, Division Adm.- 

and Finance • — ^ . 

Mississippi State DSgartmeht Education 
Jackson, Miss. \ 

James St^epfi^^ 

I)irectjor^P^i»^ I^operty Management 
T^i^essee State Department of Education 
ij^Ville, Tenn. 

Leonifird Sturm * 
Assistant C<rtitroller 
Houston Indepehdent School Di^^f ict 
Houstoi^TexV 

Charles R. Syfrett ' ; 

Specialist, District Management Services 
Florida Depa'rtment of Education 
Tallahassee^Fla. ^ 



Floyd D. Taylor 
^Business Manager 
Yankton School District 63-3 
Yankton, S. Dak. 



\ 



Redwood Taylor 

Director of Finance fbr School Food Services 
Kentucky Department of Education ' 
Frankfort, Ky. 

Clifford Thompson 
Accountant ^ 
Dallas Ind. School District 
.Dallas, Tex. 

Darrel G. Thorp ^ 
Director of Plant Facilities 
Wichita Public Schools (USD #259) 
Wichita, Kans. 



la/ry 



Koichi Harry Tokushige 
Assistant Superintendent Business Services 
* State pepartment of Education— Hawaii 
Honolulu, Hawaii 

Dr. Leo P. Turo 

Director Bureau of School Management Services 
Massachusetts Department of Education ^ 
Boston, Mass. 

Mrs. A. Shirley Tyler 
President ^ ' " 

Vermont State School Directors Association . 
Brattleboro, Vt! ' / 

Connie k. Vigil 

Supervisor, Department of Material Control 
HDenver Public Schools 
Denver, Colo.' 

GuyjE. Waldroo^) ^ ^ 

Coordinator, School Business Systems • 
Oregon Department of Education 
Salem, Oreg. - v 

« 

Herbert E. 'Walker . . 
Property Control Spec; 
Jefferson County Schc 
Lakewo*d0^Colo. 

William A. Ward 
Risk Manager 

Unified SchooL District #259 
Wichita, Kans. 



119 / 



ACKNOWLEDGMtNTS • 
George West 

Director School Accounting and Subsidies 
Pennsylvania Department of Education, 

Comptroller's Office ^ 
Harrisburg, Pa> . 

Cooper Whitt 

Educational Program Supervisor 
^ Division of Finance for School Food Service 
Frankfort, Ky. 

Mrs^ Louise Whittaker ^ 

Secretary ' 

Planning and Development, DeKalb County 

Board of Education 
Decatur, Ga. --^^ 

G. Milton >yilliams 
Supervisor Local School Accounting 
Mobile County 'Public Schools 
Mobile, Ala. • 



J. Wayne Williams 

Systems Projects Manager 

North Carolina Department of Public Education 

Raleigh, N.C. ' ' ^^ ^ 

C. Milton Wilson ^ ' • 

ICohsultant, School^Plant and Facilities 
Iowa Departn^nt of Public Instruction - 
Des Moines, Iowa 

Darwin W. Womack 

Assistant Superintendent for Facilities Services 
Atlanta Public Schools 
Atlanta, Ga. 

Gregory E. Yates ^ ' ^ " 

Accounting Clerk ^ , 

Dallas Independent School District 
DaSlas, Tex. 



tach dr^ft of this handbook was reviewed by an interagency* committee organized by the National 
Center for Education Statistics. Participating members included: ^ 



ERLC 



Norman Brandt . 
Education" Program Specialist 
National Center for Education Statistics 
Washington, D.G. 

<''\John F. Carmody 

•Chief, Division of School Facilities 
Bureau of Indian Affairis 
Albuquerque, New Mexico 

William Chase ^ 

Program Officer » ^ 
: U.S. Office of Education 
Washington, D.C. 

James E. 'Gibbs , 
Director, School Finance Staff 
U.S. Office of Education 
Washington, D.C. 

Yeuell Y. Harris ' * 
Chief, Survey Design and Implementation 
Branch 

.National Center for Education Statistics 
Washington, D'.C. ^ 

Susan Hawkins 
. Educational Policy Fellow, 
- U,S. Office of Education 
Washington, D.C. 



120 



Ken Haynes ^ 
^Education Technologist,..^ — \ 
* Bureau of Indian Affairs 

Albuquerque, New Mexico 

Quentin M. Hill 

Advisor^. Finance and Education Data 
National Center for Education Statistics 
Washington, D.C. \ 

Warren A.* Hughes, Sr. 
Education Prograni Specialist ^ 
National Center for Education Statistics 
Washington, D.G. 



Allan R. Lichtenberger jl 
Chief, Educational Data Standards Branch 
National Center.for Education Statistics 
Washington, D.C. ^. 

""Albert R. Munse ' 
Education Program Officer 
National Center for Education Statistics 
Washington, D.C. 

Robert North 

Technical Pla'nning Officer . . 
National Center for Education Statistics 
Washington, D.C. \ 



120 • * 

David H. Ogle^by 
Management Analyst ^ ^ , 
Food aM Nutrition .Services, USD A 
Washington, D.C. * 

Nick Osso 

Education Program Specialist 

National Center for Education Statistics ' 

Washington, D.C. ' ^ 



Richard J. Petersen 

Survey Director, College and University 

Physical Facilities^. 
National Center for Education Statistics 
Washington, D.C. ' 

And finally, thanks to Loretta J. Wright of the 
and perseverance in editing of this handbook. 

V 



PROPERTY ACCOUNTING 

• John F. Putnam 

Education Program Specialist 
National Center for Education Statistics 
Washington, D.C. 

Charles T. Roberts 
Data Standards Specialist 
^National Center for Education Statistics 
Washington, D.C. 

Ivan N. Seibert (Chairman) 
Education Program Officer _ ^ 
National Center for Education Statistics 
Washington, D.C. ^ 

Absalom Simms 

Director, Division of Intergovernmental Statistics 
National Center for Education Statistics 
Washington, D.C. ' ' 



National Center for Educatjftfi Statistics for her. proficiency 



Appendix £ 



NCES WBLHjATIONS RELATED TO HANDBOOK IIIR 



* The following^bibhography is^divided into two 
pai:ts. The first pg^^S^listing of handbooks in the 
State JEducational-^ecords and Reports Series, 
ekcludmg Handbook iirR. The second jJ^rt of the 
bit)l^graphy is a listing of other NCES publica- 
tbrjs that may provide "information related to 
property accounting. / 

Note— The letter (I^) indicates a revised edition 
that su^rseSes the original edition. ' , 
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Sta}^ Educ^ional Records and Reports Series 
(fisted iiv numericalf*"''*-^' 
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Ffeason, Paul L., EiAery IS^. Foster, and 
Robert F. Will. The, Common Core of * 
Educational Information. Washingj^ 
to^D.C: U.S. Government Printing Of- 
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A 

Accessibility of instruction locations to handicapped, 30, 
.58 

Accounting, 103 ♦ | 
financial, 104 

property — see property accounting 
Accounts, chart of, 104 
AcRnowledgn\ents, 111-120 
Acquisition 

and cost information, building, 28-29, 53-54, 91 
and cost information, equipment, 37-38, 82-83, 92 
and cost information, site, ^5-26, 45-46, 93 
Adjunct, 66 * 
floor area of 36, 74, 87 
type of, 36, 74 
Adult/ community/ continuing education agencies, 7 
Agencies, types of education, 7 
Agricultural area, 25, 44 
Alteration, 33, 64, 103 
American ^ 
National Standards Institute, Inc. (ANSI), 57, 67 ^ 
Standards Association, Inc., 57, 67 
Standard Methods of Determining Areas in School 
Buildings, 57, 67 
Amortization, 103 • 
Animal husbandry area, 25, 44 
Annual 
cost of building lease^ 28, 53 
cost of equipment lease, 38, 82 
cost of lease, 92 ^ 
cost of site lease, 25, 46 
Apparatus, machinery and, 37, 79 
Archery'range, 25, 44 # 
Architectural and engineering services, cost of, 90-91 
Area t 
- of adjunct, floor, 36, 74, 87 
of building, architectural, 87 
of building, gros^ floor, 30, 57, 87-88 
^of building, total assignable floor, 30, 57, 88 
of disaster shelter, 30, 58, 88 
of learning resources space, total floor, 30, 58, 88 
of multiple-purpose space, support space, and other 
assignable space, total flooi', 30, 58 
^ of regular instructional space, total floor, 30, 57, 88 
•of site, 24, 42, 88 
6f site disposed, 26, 47 
of a space, floor, 33, 67, 89 
of special instn|ctional space, total floor, 30, 58, 89 




per students, gross, 95 
standard net assignable, 89 - 
vocational center, 7 
Art equipment, 36, 78 ' 
Assets ^ . ^ 

capital, 6, 103 
fixed, 6, 104 
Assignable 
area, standard net, 89 
floor area of building* total, 57, 88 
space, 33, 67-71 
Athletic/ physical education space, 33, 68 
Audio device, 36, 77 v' ' 

Audiorecording materials, 36, 78-79 
Auditorium, 34, 70 
Availability 
of building, 27,51:52 

of building entrances for the handicapped, 30, 58 . 
of 32-inch doors, 30, 59 

of simultaneous visual and audible warning signals for 

use'in case of fire, 32, 63 ^ 
of toilet facilities -for the handicapped, 30, 58 
Average unit cost, equipment under group control, 38, 83, 

- 89; 

B 

Baseball field, 24, 43 
, Basketball court, 24, 43 
Bench 

desk, or floor machinery (nonoffice), 37, 80 
desk, or floor machinery (office), 37, 80 
benefits of using Handbook IIIR 
• forFEA'S — 9 

- for LEA'S — 9 
for SEA'S — 9 . 

Bibliography of related NCES publications, 121-122 
Book value, 89 
of building, 28, 54 
of equipment, 38, 83 
Budget, 103 

capital, 103 
Building, 26*33, 49-66 
acquisition 
and cost information 28-29, 53-54 
cost of, 28, 53,91 
date of, 28, 54 
method of, 28, 53 ' 
per square foot cost of, 95 <^ » 
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per s tuden^ cost ofi 95 

source of fundy for, 28, 54 
addition code, 26, 49 
alteration of a, 103 
architectural area of, 87 
architectural volume of, 95 
availability of, 27, 51-52 
book value of, 28, 54 
code, 103 I 
construction cost of a, 90 
contract cost of a, 90 
contents, insured value of, 29, 54 
" cost 

annual lea$^ 28, 53 

information, 28-29, 53-54 

miscellaneous, 9 1 

of acqjdsition, 28, 53, 91 

of construction, 91 

of n/odification, 33,64, 92 

of repair and maintenance work, 64, 32, 92 

of replacement, 28 , 54, 92-93 

per square foot, 95 * , ^ 
^ per student, 95 
design, type of, 27, 49-51 
disposition 

date of, 33^65 

method of, 33, 65 

net proceeds from, 33, 65 

proceeds, receiving fund for, 33, 65 
entrances/for the handicapped, availability of, 30, 58 
expectedWful life of, 28, 54, 94 
grad^; 27, 52 

gross Tfoor area of, 30, 57, ^7-88 ^ 
^ insured^alue of, 29, 54 * - 

lease 

annual cost of, 28 • 

term of; 28, 53 
location, 27, 49 
.market value of, 28, 54, 94 
materials selection, 12 
miscellaneous, cost of, 91 
mobility of, 30", 57 
modification 

cost of, 33, 64, 92 

date of, 33, 64 

source of funds for, 33, 64 
name, 26, 49 

number, 26, 49 ^ 
ownership of, 28, 52 
physical characteristics of, 29-30, 55-59 
principal use oT,27, 51 
rehabilitation of, 105-10^ 
renovation of, 106 
repair 

and maintenance information, 32, 64 

or maintenance work 

• completed, date, 32, 64 
cost, 32, 64, 92 

' performed, explanation of, 32, 64 
replacement cost of, 28, 54, 92-93 
source > K . 

of electrical supply for, 32, 61 

of sewage treatment/ disposal service for, 3!, 61 
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» of water for, 3 1^1 

student capacity of, 28, 52, 89 
total assignable floor area of, 30, 57, 88 
Building-related data items, 65-66 
Buildings, 6, 26-33 

spaces within, 33-36, 66-75 
Built-in equipment, 6, 48, 76, 99 
Business education space, 33, 68 
Business equipment, 36, 78 



c . 

Cafeteria, 34, 70 
Cafetorium, 34, 70 
Can 

Capacity 

fa space, student, 35, 72^89-90 
javailable parking areas 6ff site, 24, 43, 90 
of building, student, 28, 52, 89 
of cooling system,31,61,90 
of heating system, 3 1 , 60, 90 
ofpaved pajjdng areas on site, 24, 42, 90 
of structure(s) or special area(s) 
participant, 25, 45 
spectator, 25, 45 
of unpaved parking areas on site, 24, 42-43, 90 
Capital assets, 6, 103 
Capital budget, 12, 103 , 
Capital outlay, 103-104 ' 
Capitalization, 107 
Cash flow management, 13-104 
Ceiling finish, 35,73 ' 
Chart of accounts, 104 
Circulation space, 34, 7 1 . 
Classification, 104 

Classification, format of data item, 22-23 
Classification of data items, 21-39 
Code, building, 103 
Coding, 104 

Collecting property information, 1 1 
Combined H VAC system, 31,61 
Common language, 2, 3, 9 ' . 
Comparability, 104 
Compiling reports, 13 V 
Computer/ data-processing space, J^70 ' 

(instructional), 34, 69 
Computer 

device, 36, 77 
. m^rials, 76, 79 

Computers i^ property^accounting, 12,* 14 
Condition o( equipment, 38, 84 
Conducting research, 13 
Conference room, 34, 70 
Construction cost of a building, 90 
Contract cMtof a building, 90 
OonitoLy ^ 

group, 100-101 

individual, 100 
^ little or no, 101 -f 

unit, 100 J.^D 
CDntf oiling, 12 
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Cooling 

primary energy source for, 31, 60-61 
system, capacity ^f, 3 1 , 6 1 , 90 
system, location of, 31, 60 
Cost 

analysis, 12Se^'-Ks, , 
benefit, 104 
control, 13 ' 

effectiveness, 104 ^ * • 

^ -eqiH^ment under group control, average unit, 38, 83, 89 
method of estimating replacement ^ 



(building), 28,.54 x . 

(equipment), 38, 83 3 



(equipment), 38, 83 ^ ^ S/ 

,of architectural and engineering services, 90-91 
of building 

acquisition, 28, 53, 91 
. per square foot, 95 ^ 
per student, 95 
construction, 91 
contract, 91 ^ 
lease, annual, 28, 53 * , . o 

miscellaneous, 91 - 
modification, 3>, 64 

repair or maintenance* work, 32, 64 ^ 
replacement, 28, 54 
of educational consultative services, 92 
of equipment 

acquisition, 38, 82, 92 
lease, annual, 38, 82 
repair br maintenance work, 39, 84 
replacement, 38, 83 
of lease, annual, 92 
^ of legal services, 9^ • ^ ^ 

of modification to building, 92 
of repair and maintenaaCe work, building, 92 
of repair or maintenance work, equipment, 92 
of replacement, building, 92-93 
of replacement, equipment, 93 
of site 

acquisition, 25, 46, 93 
r improvement, 26, 47, 93-94 
lease, annual, 25, 46* ^ 
mainte.nance, 94 • 
maintenance or other work, 26, 47 
property-related, I 
Gouncirof Chief* State School Officers: "Resolution on 

^ Data Standards*'^ 2-3 ^ 
Coverage of communication systems, 32, 62-63 
Criteria for identifying equipment, 98-99 
Criteria for identifying supplies, 99 
Criteria for selecting data items for the handbook, 21-22 
^ Custodial space, 34, 71 



Darkroom', 34, 70 
' (instructional), 34, 69 
Data 

' entry^22 
code, 23 
definition, 23 
name, 23 
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item(s),22 * 
building-related, 65-66 
classification format, 22-23 
classificatioii of, 2 1 -39 
'definition of, 22, 41-85 ^ 
equipment-related, 85 

for a^roperty accounting system, selecting, 7 
name, 22 

not ^listed in this handbook, 8-9 
reference number, 22 
site-related, 48 . 
space-related, 74-\75 
processing, 104 

property — see property information 
Date 

building repair or maintenance work completed, 32,64 
construction 

comphted, 28, 53 
^ 'startecr^28, 53 ' \ 
equipment repair. or maintenance work completed, 38, 
84 

of building 

acquisition, 28, 54 

disposition, 33, 65 
' modification, 33, 64 
of equipmei^t • 

acquisition, 38, 82 

disposition, 39, 85 * 
of site ' 

acquisition, 25, 46 

disposition, 26, 48 ^ 

improvement, 26, 47 . 
site maintenance or other work completed, 26, 47 
Decisionmaking in education, the need for proiierty 

information for planning and, 1 
Decisions, propert^ allocation, 1 
Definitions of data items, 41-85 
Depreciation, 109-1 10 

methocl, 28, 38, 54, 83 
Derived files,- 1 5 

Description of equipment, 37, 80 ^ 
Designing documents, 5 * • * 

Developing 

a property accounting system, 13-14 

new property accounting systems, 5 
Device * 

audio, 36, 77 

computer, 36, 77 ^ 

electronics display, 36, 77 

graphics and graphics reproduction device, 36, 77- 

instructional, 36, 77 

photographic, 36, 77 * , * 

physical display, 36, 11 " ^ 
' projected and magnified display, 36, 77 

subject-matter-related, 36, 78 * 
Disaster shelter, area of, 30, 58, 88 
Disposition 

of building; 33, 64-65 * 

of equipment, 39, 84-85 * 

of site, 26, 47-48 
Driver . • " ^ 

education equipment, 36,78 

training range, 25, 44 . 
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Easiments, 24, 43 - - ^ - 

lEducational consuftative services, cost of, 92 
Electronic display 

device, 36, 77 

materials, 36, 79 
Energy ' 

conservation* 65^6 

use/ conservation studies, 12 
Engineering services, cost of architectural services and, 
90-91 

Equipment,. 36-39, 75-85, 94, 97-101 
accounting syste«i8,7^ ' 
acquisition 

and cost infoi;mation, 37-38, 82, 83 

cost of, 38, 82, 92 

date of, 38, 82 

soiirpe of funds for, 38, 83 ' » 
allocation, 12 

art, 36, 78 ' * 

book value of, 38, 83- , 
built-in, 6, 48, 76, 99 • 
business, 36,"78 
condition of, 38, 84 
• cost . . 

average unit, equipment under group control, 38, 83 

method oi estimating replacement, 38, 83 

of acquisition, 38,. 82 

of lease, annual, 38, 82 

of repair or maintenance work, 39, 84 

of replacement, 38^ 83 
criteria for identifying, 98-99 
description of, 37, 80 
disposition 

method of, 39, 85 

,net proceeds from, 39, 85 

proceeds, receiving fund for, 39, 85 

reason for, 39, 84-85 
distinguishing between 

built-in and movable, 99 

supplies and, 98-99 
driver education, 36, 78 
expected useful life of, 38, 83, 94 
homemaking, 36, 78 
industrial arts, 36, 78 
instructional, 36, 77-78 
insured value of, 38, 83 
inventory number, 36, 76 
inventory of supplies and, 99-101 
lease, annual cost of, 38, 82 
lease, term of, 38, 82 
list of supplies, 97-98 - 
market value of, 38, 83, 94 
mobility, 37, 81 
movable, 6, 76, 99 

music, 36, 78 ' 
needs forecasting, 12 

organizational responsibility for, 3^, 81-82 *^ 
ownership of, 37, 81 ^ 
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physical education, 36, 78 
physical location of, 37, 81 
related data items, 85 
repah" 

,an^ maintenance information,^ 38-39, 84 
or maintenance wprk completed, date, 38, 84 
or maintenance work, cost of, 39, 84, 92 ^ 
or maintenance work performed, explanation o/f38, 84 

replacement, cost of, 38, 83, 93- 

room, 34, 70 

scientific laboratory, 36, 78 

selection, 12 

tag number, 36, 76 

type, 36, 76-77 

under group coirtrol 
average unit cost, 38, 83, 89 
number of unitj, 38, 83 
units, of measures, 38, 83 

warranty expfration dat*a, 39, 84 ^ 
'Evaluating, 12 
Evaluation, 104 
Expected useful life 

of building, 28, 54, 94 

of equipment, 38, 83, 94 • 
Expenditures, 104 
Explanation 

of building modification, 33, 64 

of building repair or maintenance work performed, 32, 64 
of equipment repair or maintenance workjperformed, 38, 84 
of-site maintenance or other work pcfformed,"^26,47 
Exterior walls, 29, 55 



Facilities, 6, 104 
Facility, planning, 12 

Family and consumer education (home eopnomics) 

space, 33, 68 
-FEA -r see Federal Education Agency > 
Federal Etiucatioh Agency (FEA), 7 ^ 
Files 

derived, 15 < . ^ 

original document, 15 , 

property information, 14-16 
Financial accounting, 104 

records, property accounting records as support for, 
18-.I9 
Fixed 

assets, 6, 104 

interior walls, 29, 55 
Floor - 

area 

of a space, 33, 67 * 
of adjunct, 36, ^4, 
of building 
gross, 87-88 
' total assignable, 88 

of learning resources space, total, 30, 58, 8& 
of regular instructional space, total, 30,'57, 88 
of special instructional space, total, 30, 58, 89 
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finish, 35J73 
framing; 29, 55 
Football field, 24, 43 
Furniture, 37, 79 



Glossary, 103^06 
Grades in building, 27, '52 
Graphics and graphics reproduction device, 36, 
Gross area per student, 95 
Gross floor area of building,t30, 57, 87-88 
Group control, 101 

average unit cost of equipment under, 38, 83, 89 

conditions for, 101 • 

unit measure of equipment underv,38, 83 
Gymnatorium, 34, 70 




Instructional 

device, 36, 77 

equipment, 36, 77 
Insurance planning and claims support, 13 / 
Insured value ^ 

of building, 29, 54 < 

of building contents, 29, 54 

of equipment's, 83 
Intcrmediate/^ttroinistrative unit — see Interniecjiate 

Educjrfion Agency 
Intermemate Mucation Agency, 7, 104-105 
Inventor^, IQ5 - W • 

as the \asis for a property infbrmation system, 101 

deciding what items to, 100 ^ 

information, 11 ' 

list, 11, 15 

management, 12 

process, annual, 12 

records on supplies and equipment, 99-101 
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Hand tools, 37, 80 
Handball court, 25, 43 ' 
Handt>ooks in the SERR Series, 2 
Handicapped 

accessibility of instruction locations to*, 30, 5i 

availability of building entrances for, 30, 58 

availability of toilet facilities for the, 30, 58 
Health-care space, 34, 70 
Heating 

medium, 31, 60 r 

primary ei^rgy source for,y3 1 , 60 

source, IdHtion of, 30, 59 \ 

system, capacity of, 3 1 , 60, 90 

system, type of, 30, 59 ' ^ 

system, type of stand by,^l, 60 
Heavy constructfon machinery, 37, 80 ^ ^ 
Higher education, property uied in, 1 / 
Higher Education Facilities Inventory and Glassification 

Manual, 1 > r - 

Home economics (family and consumer education) 

space, 33, 68 
Homemaklng equipment 36, 68 
Horticulture/ aboriculture area, 25, 44 
How to use Hancfbook IIIR, 5 



-^Icerink, 25, 44 

Improvements to sites — see Site Improvement 
Improving communications, 5- 
Individual control, 100 
Industrial ^rts 

equipment, 36, 78 

space, 33, 68^ 
Information 

for planning and decisionmaking in education, the 
need for property, 1 
. systems properly, 1 

12s. 
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Kindergarten space, 34, 68 
Kits, multi-media, 37, 79 



LEA — see Looal Education Agency 
Learning resources space, 34, 69 x 
Learning resources space, total floor area of, 30, 58, 88 
Lease, annual cost of, 92 * 
^ Legal services, cost of, 92 
Legislation, developing bases for, 13 
Limitations of Handbook lllR, 8-9 
Linkages, 17-18 ' ^ 

List of supplies and equipment, 97-98 
Little or no control, 101 
Local .basic administrative unit, 7, 105 
Local Education Agency (LEA), 7, 105 
Local school district ^ see Local Education Agency 
Location 

building, 27, 49 

control, 12 

of cooling source, 31, 60 
of equipment, physical, 37^ 
of heating source, 30, 59 ^ 
site, 24, 41 
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Machinery 
and apparatus, 37, 79 
heavy construction, 37, 80 

Maintenance, 105 
and repair shop, 34, 70 
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information 
building repair and, 02, 64 ^ 
equipment repair ahd; 38-39, 84 
site, 26, 47 * * " . ' 

management, 12 ^ * 

schedule, J8, 8i 

scheduling system, 76 
• Major eqliipment items, ^ 
*Make or brand*, 37, 81 ' 
Manufacturer name or number, 37, 81* 
Mdrketvaly? ' • • 

method of estimating, 26, 28, 38, 46, 54, 83 

of building, 28, 54, 94 • 

of equipment, 38, 83, 94 

of site, 25, 46, 94 
Materials ' 

audiorecording, 36, 78 

computer, 3$, 79 * 

electronics display, 36, 79 

in structural system, 30, 56-57 

printed/ pictorial, 36, 79 

projected and magnified, 36, 79 

recorded instructional, 36, 78-79 

three-dimensional, 37, 79 
Mathematics laboratory, 34, 68 
Measures relating to school property, 87-95 ^ 
Mechanical space, 34, 71 
Media-based instructional laboratory, 34, 6& 
Methtfd ^ 

of building 

acquisition, 2B, 53 * ^ * 

disposition, 33, 65 
of equipment ■ 
acquisition, 37-38, 82 , 
disposition, 39, 85 
of estimating market value 
(building), 28, 54 . 
(equipment), 38, 83 
(site), 26, 46 
^of estimating replacement cost 
^building), 28, 54 t 

(equipment), 38, 83 
of site 
acquisition, 25, 45, 46 
disposition, 26, 48 
Minor equipment items, 
Miscellaneous, cost of building, 91 
Mobility of building, 30, 57 
Model number, 37, 81 ' ' 

Motion picture 
studio, 34, 70 

studio (instructional), 34; 69 
Movable equipment, 6, 76, 99 
Multi-n\edia kits, 37, 79 
Multiple-purpose space, 34, 69 
Multiple* purpose space, support space, and other as- 
signable space, total floor area of, 30, 68 
Multipurpose . ^ 

. court, 25, 43 , 

field, 24, 43 ^ 
Music 
equipment, 36, 78 
space, 34, 68 . 
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Name of gfiferal contractor, 2^, 53 
National Center for Education Statistics, 2 
Nature of site improvement, 26, 46-47 
Net proceeds from 

building disposition, 33, 65 
> equipment disposition, 39, 85 

site disposition, 26, 48 
New or used ^t time of acquisition, 37, 82 
Nonassignable space, 34, 71 

Nonexpendable, 98 ^ 
Number 

building, 26, 49 

'equipment tag, 36, 76 

of fixed-student stations, 35, 72 

of stories (floors), 30, 58 * 

of structures or special areas of given type, 25, 45 
. of units, equipment under group control, 38, 83 

site, 24, 41 

site addition, 24, 41 

space, 33, 67 



o 

Obstacle course, 25, 44 
Office, 34, 70-71 
Operating, 12 
Operating budget, 12 
Operational unit, 105 
- name, school or other, 26, 49 

number; school or other, 27, 49 
Organizational responsibility for equipment, 75, 37, 81 
Original document f^s, 15 * * 

Outdoor classroom, 44 
Outlay, capital, 1,03 
Ownership 

of building, 28, 52 

of equipment, 37, 81 

of site, 24, 42 \ ^ 



Parking 

areas off site, capacity of available, 24, 43, 90 
areas on site, capacity of paved, 24, 42, 90 
areas on site, capacity of unpaved, 24, 42-43, 90 
Parochial schools, 7 

Participant capacity of structure(s) or special area(s) 
< (off site), 25, 45 
(on site), 25, 45 

Paved playground, 25, 43 

Per square foot cost of building acquisition, 95 
\ Per student cost of building acquisition, 95 
\Fersonal property, 105 j 

Photographic device, 36, 77 

Physical * 

characteristics of building, 29-30, 55-59 
display device, 36, 77 - ' * 

education equipment, 36, 78 o 
location of equipment, 37, 81 
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Planetarium, 34, 68-^9 

Planning, 12, 105 ' , 

Planning and decisionmaking in education, the need for 

property information for, I * " • 

Policy, vtiskin^ administiative, 13 
Preschool playground, 2^, 44 ' ) 
Primary energy source • ^ 

for cooling, 31, 60-61 

for heat, 31, 60 
Principal 

use of site, 24, 42 
\ use of building, 27, 51 • 
Printed/ pictorial materials, 36, 79 • 
Private schools, 7 
Program, 105 
Program costing, 12 
Projected \ 

and magnified display device, 36, 77 . 

and magnified materials, 36, 79 
Projection room, 34, 71 
Property, 6, 105 . 

accounting, 1 1 
computers in, 11, 14 
manuals. State-level, 8 

methods and procedures, 9 ^ 
purpose of, 1 1 

records as support for financial accounting records, 
18-19 

. system, 30, 11-12, 14 . ' 

.developing a, 5, 13-14 
selecting data items for a, 7 
« for smaller LEA's, 8 ^ ' ^ 

types of, 12 
' data, 105 

files, 15 ' • . 

* information (data), 105 
collecting, 1 1 
files, 14-18 

for planning and decisionmaking in education, the 

need, for, 1 
systems, 1 

basic, 7 

inventory is the basis for, 100 
sophisticated uses of, 12-13 
using, 1 r 
personal, 105 ^ 
real, 6, 105 
records, 1 1, 105 
terms relating to, 6 
used in higher education, \\ 
Purchasing control,*l 2 ^ 
Purpose of property accounting, 1 1 
Purppses of Handbook 111, Revised, 1, 3 



R 

Radio 

station (instructional), 34, 69 

studio, 34, 7 1 
Ratios, 95 
Real estate, 6, 105 
Real property, 6, 105 
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Reason 

for building dispositiorK 33, 64-65 

for equipment dispositiohvS5l 84-85 

for site disposition, 26^ 47-48 
Rjeceiving fund 

for building disposition proceeds, '33, 65 

for equipment disposition proceeds, 39, 85 

for site 'disposition proceeds, 26, 48 
Record, property, 105 
Recorded instructional. materials, 36, 78-79 
I^eference number, data item, 22 
Regional education centers, 7 < 
R^ular instructional space, 33,'67 

total floor area of, 30, 57, 88^ 
Rehabilitation of a building, 105-106 
Remodeling, 33, 64, 106 
Renovation, 33, 64, 106 
Repair and maintenance information 

building, 32, 64 

equipment, 38-39, 84 . , v 

Repairs, 106 * 
(Replacement cost ^ 

of building, 28, 54, 92-93/ • 

of equipment, 38, 83, 93 
Reporting, 12 - 
Residential space^ 34, 71 

"Resolution on Data Standards", Council of Chief State 

School Officers, 2-3 
Responsible individual, 37, ^2 , * 
Rifle/ shooting range, 25, 44 
Roof 

deck, 29, 56 

framing, 29, 56 

membrane, 29, 56 
Riiom, 66, 94 
Running track, 25, 44 ' 



Safety 

and security systems, 32, 63 • 
^ planning and evaluation, 12 
School„48-49 
district, local — see Local Education Agency 
or other operational unit name, 26, 49 
or other operational unit number, 27, 49 
system, 106 
plant, 106 
Science laboratory, 34, 69 
Scientific laboratory equipment, 36, 78 
SEA — see State Education Agency 
; Security systems, safety and, 32, 63 

Selecting data items for a property accounting system, 7 
Serial number, 37, 81 
Significant value, 98, 99 
Site, 24-26, 4 M8 
acquisition 
cost of, 25, 46, 93 
date of, 25, 46 
method of, 25, 45-46 
source of funds for, 25, 46 
^addition number, 24, 41 
additions^ 24, 41 * 
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area of, 24, 42, 88 
capacity* 

of- available parking areas off, 24, 43, 90 * 
of paved parking areas on, 24, 42, 90 
of unpaved parking areas on, 24, 42-43, 90 
cost- 

of acquisition? 25, 46, 93 

of inoprovement, 26, 47, 93-94 

of l^ase; annual, 25, 46 

of maintenance, 94 

of maintenance or 6ther work, 26, 47 
disposed, area of, 26, 47 
disposition^ 

date, of, 26, 48 

method of, 26, 48 

net proceeds from, 26, .4§^ 

proceeds, receiving fund for, 26, 48 

reason for, 26, 47-48 ^ 
improvement, 6, 93-94 ^ 

cost of, 26, 47, 93-94 

date of, 26, 47 

nature of, 26, 46-47 ' 
lease, • 

" anQual cost of, 25, 46 t 

term of, 25, 46 . 
location, 24, 41 
maintenance 

cost of, 26,47,94 ^ 

or other work completed, date, 26, 47 

or other work, cost of, 26,"47 

or other work done, explanation of, 26, 47 
market value, 25 , 46, 94 
name,^24, 41 — ^ 
number, 24, 41 ^ 
ownership of, 24, 42 

principal use of, 24, 42 * , 

selection, 12 

type ' 
of structure (excluding building) or special area 
25,45 

of structure (excluding building) or special area 
24-2S, 43^ 
Site-related data items, 48 * 
Sites, 6 • * . 

improvements to, 6, 93-94 
Soccer field, 24, 43 * * 
Sound 
studio, 34, 71 

studio (instructional), 34, 69 \ 
Source 

of electrical supply for building, 32, 61 

of funds ^ * 
for building aJquisition, 28, 54* 
Tor building modification, 33, 64 . * 
for equipment acquisition, 38, 83 ^ 
for site acquisition, 25, 46 - 

of water for building, 3 1., ^1 ' ' 
Space, 33-36, 67-75 

assignable, 33, 67-68, 74 

athletic/ physical education, 33, 68 ' • 

business education, 33, 68 

> capacity of a student, 89-90 

circulation, 34, 71 
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off,« 
on. 



computer/ data-processing, 34, 70 
, computer/ data-processing (instructional), 34,69 
' custodial, 34, 71 

dimensions, 33, 67, 94 

family and consumer education (home economics), 33, 
, 68 ' 
floor area 
^ ^ of a, 33, 67.89 

* of learning resources, 30, 58, 88 , 
of reguPar instructional, 30, 57, 88 
of special instructional, 30, 58, 89 
for exceptional childreiTt special instruction, 34, 69 
health-care, 34, 70 ^ S. 

industrial arts, 33, 68 ^ - 

kindergarten, 34, 68 ' ' 

^ learning resources, 31, 34, 58, 69, 88 « 

mechanical, 34, 71 
^ multiple-purpose, 34, 69 
music, 34, 68 
needs analysis, 12 
nc^na^nable, 34, 71 • 
^numlj^733,67 , ^ 

regular instructional, 30, 33, 57, 67,*8S 
residential, 34, 71 ^ 
special instructional, 30, 33, 58, 67-^8, 89 
storage, 34, 71 

structural, 34, 71 * ^ 
student capacity of a, 35, 72, 89-90 . 
support, 34^ 70 

typeof, 33, 67 , - ' 

vehicle storage, 34, 71-71 ' 
Space-related data items, 74-75 
Special ^ 

deed restrictions, 24, 42 ^> 

educatioi^ cooperatives, 7 

instructional space, 33, 67-68 

instructional space for exceptional children, 34, 69 

instructional space, total floor area, 30, 58, 89 ^ 
Spectator capacity of struciure(s) or special area(s)» 

(off site),*25, 45 • . 

^(onsite), 25, 45 
Standard net assignable, afea, 89 
Standardization, 87 
Standardized terminology,^ ^ . 
State, 106 

board of education, 7; 106 " 

department of education, 7, 106 

Education Agency (SEA), 7, 106 
'educatioA^ authority, 7, 106 ' 

education commission, 7 

Educational Records and^eport Secies, 2 
State-level property accounting manuals, 8 
. Statistics, education, 2 ^ 
Storage space, 34, 71 
Stories <floors), number of, 30, 58 
Story, 94-95 
Structu/al space, 34, 71 
Student capacity | ^ 

of a space, 35, 72, 89-90 

of a byildiijg, 28, 52, 89 
Student, gross area per, 95 • 
Student statiAis, number of fixed, 35, 12 x 
Subjcct-matter-related device, 36, 78 
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INDEX • • ' 

Supplies, 6 - . V . . ♦ ' 

and equipment, distii^uishing between, 98^9 ^ 
and equipment, inventory records on, 99-lOj 
and equipment, list of, 97-98 '''' ^ , . 

criteria for identifying, 98-99 . ^ * - 

Support 
space, 34, 70-71 

space, and other assignable space, total floor are% 
of multiple-purpose space, 30, 58* ) 
System 

property accounting, 7, 8, 11-12, 13-14 
^ property information, 1,7, 11, 12-13, 100 
Systems analysis, 106 
Swimming pool, 25, 44 

\ ^ 



^Teaching station, 106 ^ 
Television 

studio, 34, 71 ^ 

studio (instructional), J4, 69 ; 
Tennis court, 25, 43 
Tetm 

of building lease, 28, 53 

of equipment lease, 38, 82 

of site lease, 25, 46 
Terms relating to 'property, 6 
Three-dimensional materials, 37, 79 - 
Tools, hand, 37, 80 

Topics covered in the handbook, major, 5-6 • 
Total ' 
^assignable floor'^fea of building, 3fi, 57, 88 
floor area 

jof learning resources space, 30, '58, 88 
I of multiple-purpose sjiace, ^uppoft space, and others 
assjgnable space, 30, 58 
* of agular instructional space, 30^57, 88 

of special instructional space, 30, 58 
Track and field area, 25, 44 
Type 

of adjunct, 36, 74 . ' . _ 

of builmng design, 27, 49-5 1 

of communication systems, 32, 62 * 

of emergency electrical supply, 32, §2 

of fiejiting systeip, 30, 59 
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of lighting, 35, 73 ] 



^^ace;'33-34r67-7 T ♦ ^ 
^Kstandby heating sys^Sm, 31, 60 * * 
^ of structural system; 29-30, 56 
of structure (excluding building) or special area off 

'site, 25, 45 . - t 
of sp;ucture (excluding building) or special area on 

site, 24-25, 43-44 
of ventilati^, 31, 61 
of Avail finish, 35, 73 -^^ < 
Types of education agencies, 7 
Types of property accounting systems, J 2 
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Uniform information, 2 . . ^ 

Unit control, 100 ^ ' 

Unit of measure, equipitient under group control, 38, 83 

Unpaved playground, 25,-^ ^ " 

Usq .• - . /.,•"' 

of building, principal, 27, 51/ -. 
. of property information,i2H3/ • ^ ' 

of site, principal, 24, 42 
' of the han^ook, 5 ^ • 
Users of the handbook, 5 ' , 
Usinjg property igfoAnation, 1 1 
Utilization scheduling and. tnonifoHng, 12 ^ 



Value, significant; 98^ 99 ' 
Vehicles, 37, 80, 85 ' J ^ 

Vehicle-stora'le^space, 34, 71 ' 
Vendor name br nufnbcr,^37, 81 
Volleyl)all tourt^24, 43 
Volume of. building, architectural, 95 



w 



W^dingVoI. 25,44 
Wall flexibility, 35, 72 
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